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ABSTRACT, * * 

This instructor's guide is designed to accompany 
self -paced student training modules #n the Parts Counter Trade. 
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introduction; 6utline of content with teaching methods and aids 
listed and/or sketched, notes for self-assessment, assignment,, and'' 
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INTRODUCTION TO PRE-APPRENTICESHIP 

t 

DESCRIPTION OF APPRENTICESHIP" 

The Federal B.ureau of Apprenticeship' identifies an apprentifceable occupation 
as a skilled occupation that requires a minimum of one year of^ 2000 hours on- 
the-job training. This on-the-job training >and related educations 1 training 
is the apprenticeable period. ' 

« 

VIEWPOINTS ABOUT PRE-AP PRENTICESHIP ' ' ' ■ 

— — 1 

Pre-apprenticeship is viewed in many different ways by craftpersons, app'rentict- 
ship committees, educators and the general public. - 

Concerns about pre-apprenticeship include the belief that the pre-apprenticeship' 
training will flood the market with applicants for apprenticeship or>that 
these trainees will go to work in the occupation as partly trained workers or % 
^that pre-apprenticeship would be considered a guarantee of entry into appren- 
ticeship. These conflicting viewpoints create problems for persons interested * 
in apprenticeship training and make it difficult to operate pre-apprentficeship^ 
training programs/ > * 

NEED FOR P RE-APPRENTI CESHIP 
^ 

Pre-apprenticeship provides three benefits:"* > 

1. Provides a screening device to determine motivation, interest, 

* * manipulative aptitude and ability of persons to learn the skills* 9 

of the occupation. ■ * 

* » 

2. Provides the individual with survival skills for handling personal'' ' 
. problems 'and interpersonal relations on the job that may include ; 

abuse and sexual harrassment. . 
3*. Provides entry level skills to help make the tfpprentite* productive 
-from the first day on -the job. The^higher entry level skills of 

* the apprentice provides an incentive for the employer to hire 
apprentices,. " , ^ * 



PRE-APPRENTICESHIP HELPS PEOPLE . 

To select a skilled occupation. * 4 

To identify 'the. educational requirements of an occupation. 
To experience the* hands-oa..skills..G.f...an occupation. „ 
To develop good work habits. 

* * * 

- * Good job attendance 
. * Punctuality * 

* Dependabil i ty 

* Time management * 
To devel6p good attitudes. 

* Concern for the job 

* Initiative 

* *. Interest * . N • 

°* Healthy, cooperative working relations with' fellow employees. , 

TRAINING LEVELS FOR PRE-APPRENTICESHIP v \' ^ ' ' ' » 

~7 . . )-. " " 

Pre-apprenticeship training 'can be separated into -three phases or stages of 
training. These arei * ' 

PHASE 1 . . • 

"Provides the trainee with an opportunity to explore several occupations. This 
orientation to the painting trade includes training in t^ade terminology, 
blueprint- reading, tool usage* first aid and safety practices. This familiar- 
(nation training includes h£nds-oh experience in some of the basic skill areas 
together with .information about the advantages and requirements of painting. 
The choi ce. of-sTTo^eifpation to train for tn Phase 2 of *pre-apprenticeship. will 
be based on tbese^experiences.* If the trainee decides not to pursue this ■ 
'occupation arty further, the. training received to this point will, be useful Jn 
every .day life. m , " # > / • , , 

Phase 1 includes diagnostic tests 'to determine- if'reading or mathematical )m 
deficiencies exist that would handicap a person in the painting trade. 
Remedial work will be provided tp^correct these deficiencies. \ 



es o the JO b „. direct,, related to job attitudes,, work habits, andHhe 
" v, ua survivals coping skills. Training „,„ beg1n - on 
>nd,v,dual attai*ful, potential in tt.se personal skills. 

Interpersonal skills will be developed which include: x ' 

* Communication skills' " • * 

- Paraphrasing, perception checks, non-verbal communication' 

- communicating with superiors ? 

* Personal* effectiveness '«.**" 

; Problem solving, family relationships, sexual harrassment and 
pestering on tlje job. 1 ' . * • x 

* * Interview techniques f .** - . •' " 

- apprenticeship. committee interview procedure 



PHASE 2 



. Tins training begins the serious proration for an occupation. The training 

re a ed ,o J0 b attitudes, WQ/ k habits and individual survived 
22 Cmti "- Ue6 fram ^ 1 ^™pha s is on the relationship 



"an.pulative skills.wi,, h e developed by the completion' of.a series of project 
JO ,„„, basic trade skillswhich have a carrier benefit to persons ou ^ 

• of the occupacon. At least V, of the trying wil, consist of hands-on' ' ' ' 

• 7o72T< ™ S inS *™ ti0n Sh0U ' d - be ^"ed craftspersoh 
from the trade or occupation.who.has the necessary teaching skills. 

The joint apprenticeship committee for the occupation will be invited to T 5 ) 
observe- the progress of trainees during Phase 2-and to evaluate the potent*/ 

Z-ZZ ^ k T I"' 0 P-«cipation of the a p o . 

pnate 0 o, n t apprentrce 5 h,p co»„ittee is essential to the success of a pre- 

ZTT:ZT r-' ^t'the training ' 

relevant to the occupat,on and erft* industry training standards. 



t the completion of -Phase 2 the trainee. will have enough experience with the 
•occupation to decide, whether to continue with the. training into Phase 3. The * 
joint apprenticeship. committee will have knowledge of the quality of the 
training program. and 'will be in a position to judge the qualifications of the 
student^ for entry into the apprenticeship training program. 

- PHASE 3 " 

- — _^ r y 

» « * 

Training is concentrated On improvement of manipulative skills so that the ' 
trainee will be a productive employee the first day on the job.- This training 
can be either industry conducted specialized trailing, secondary school voca- 
tional programs or community college preparatory courses specifically related 
to the occupation. Trainees can also participate in co-op work experience 
involving hands-ot, .training at the secondary or community college level. 
Hands-on training is considered essentiaJ for an effective .pretraining pro- 
gram. o ■ ' . 

The Phase 3 training period provides the( trainee, with an opportunity to - 
search for an employer willing to .take an apprentice.' Frequently the employer 
providing co-bp work experience training will hi re^ the. trainee as.a regular 
employee. ' ' 

It is possible that some employers will hire the trainee without further 
, training. Some' of these employers train specifically for their owrTneeds. * In 
the process, job descriptions have become highly diluted.' Instead of produc- 
ing! journeymen' possessing a, wide range, of skills, companies have settled for 
specialists trained to' perform the specific tasks needed in certain narrow 
operations. While this may be adequate to meet the special needs of an 
industry, it certainly. will' not-meet the training and manpower needs of the. ' 
nation in the future. * ' k 

Apprenticeship provides a broad base of .twining by^giying the apprentice a 
wide range of skills which insures continuous employment. Workers leaj>t 
venerable' to unemployment are those with the highest and broadest skills and. 
best training. The trainee- should make every effort, to enter) an apprentice- ' 
* ship training program 'designed to provide training in°all skills required 
. ' ' ' / 
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in the trade or go to work for an employer who will provide broad basec 
trainii 

Each trainee will choose a joint apprenticeship*committee meeting to attend 
during Phase 3 training. This will provide an opportunity for the trainee to 
become acquainted with members of the joint apprenticeship committee and to 
^ee how the committee .functions. 

PHASE 4 EMPLOYMENT AS AN APP 

■ — — ■* * 

m r % 

Trainee enters, apprenticeship, training on a direct referral basis under ■ 
agreement with* the appropriate joint apprentice committee which permits persoi 
trained in programs financed with federal funds tg enter apprenticeship on 
direct- referral . .Direct referral eliminates several of the procedures in the 
selection (process and makes entry into apprenticeship less cumbersome. > 

m 

Not all joint apprenticeship committees use the -direct referral system.. Tiijs 
is the reason why sponsors of pre-apprenticeship training should directly 
involve joint, apprenticeship committees in the operation of their programs* 
This provides committees with an opportunity to evaluate the effectiveness of 
. pre-apprenticesjiip. 

.The federal. Job Corps Programs enjoy -"direct referral' placement in apprentice- 
ship for^thcfr graduates. The Job Corps operates - an ideal pre-apprenticeship- 
program. Proposed sponsors of pre-apprenticeship. training. are advised to 
visit'the nearest Job Corps Center to' see Jiow the programs operate. 

The J.ob Corps Centers, in Oregon are located at: • * 

" ° :. 

' Angel Job Corps . • *. Timber; Lake Job Coros * 

Star Route North "* ■ • / star Route Box 109 ' 

.Yachats,, OR 97498 • -, , Estrada, OR 97023 

547-3137 i 834-2291 



Wolf Creek, Conservation Center , Tongue Point Job Corps 
Little River Route ' Astoria, OR 97103 

Glide, /OR 97443 1 
496-3507 . • J ' 325-2131 

/ • . 

Jotf Corps Centers in Oregon Offer Traijhing in these apprenticeable occupations 



'Carpentry Plastering Automotive 

Cement Mason , ^ Painting 

Brick Laying .Tfle Setting » 



^9" 



r. * 



•* ~ ... 
RECOMMENDED PROCEDURE FOR COliboCTING PRE-APPRENTI CESH I TRAINING 



• ADMINISTRAT ION 

~ • - . * 

« - 

Pre-apprenticeship 'training can be conducted by various sponsors.. These include. - 
secondary schools; community colleges, unions, employer associatiohs , labor/man-* 
agement training trusts and private groups such as O.l'.Cs. 

r 

ADVISORY COHMjTTE^ ' ^ \ 

Use of broad-based community advisory Committees is mandatory for pre-apprentice- 
ship programs conducted by secondary schools and community colleges. Pre-appr^.tK", 
ship bleeds the support and .recogni tion of the community in orj/er to be successful 

^> m 

The advisory committee .should have representatives from '.these groups: ■ - 

School administration -high. school principal 

-board members , ' % 

-vocational director 

* ••-co-op work experience 

< • -T & I instructors 

f' • * « * 

Community ■ . -school graduate in trade . - " t * 

. -member of joint apprentice'ship^ommi ttee ^ 
■ -employe^ member' of trade ' v 
* -employee member of trade 
-union business agent 
-industry training coordinator 
-representative of financial community ^ 
.-representative of press 
• ' * 

.■Government personnel -ESD .regional vocational' coordinator * 
" * . * -Oregon Division of^APPrenticeship field representative- 
v . • * -Federal Bureau -of Apprenticeship representative 

-State -Oept-r-of-Educati on specialist 
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FINANCING 



Vocational training programs generally cost more than academic programs because ■ 

the student/teacher , ratio i-s smaller, consumable suppl ies "are required, and 

eVpensi,ve equipment is needed.. Resources to finance pre-apprenticeship training 
are available from a number of sources. -^These include: . > 

"Vocational rehabilitation -tj^Mon fees \ 

• Federal funds ^or immigrants . -Asian 

\ . '-Cuban - \ . ^ % 

^ • . . > . -Spanish American • . . - 



Special grants 



-U.S. Dept. of Laj)or 

U.S. Dept.* ofjEducation * 
n CETA 8 . ' • 

Industry 

State Dept." of. Education 

Economic Development Administration 



Secondary school funding 



-basic school grant frorr federal funds ' 



Community college funding' -basic^state funding 



INSTRUCTIONAL DELIVERY. SYSTEMS 



The type of sponsor for, pre-apprenticeship training will determine the time- 
block used for the program. Y? training is started at the 9th grade level, a 
two-hour* training period, will generally be used, A. half-day training period should 
be usefl for an 'accelerated prog-ram at the secondary level covering two years: 
Community col lege', programs can be either half-day or fulVday programs.. Private 

sponsors: generally will operate on.a full-day basis. * **\ 



Instructors for the trade specific training should be qualified craft workers. 
These may be employed on a part^tirte basis, or full-time, servfng several programs 
The necessity for skilled workers to teach - the trade specific items of the program 



cannot be -over-emphafsizecJ., The work experience of Ski ll^acraft workers olves 
them-- the insight into the occupation needed for effective teaching.'^ 

MANIPULATIVE SKILll' TRAINING- • '\ ; ' r ~ 

— ^ , , ... > 

* s * 

" , * \ » ' 

•. » • • \ ' 

The manipulative skills or hands-on experiences provide the basis fbr a sound 
and effective pre-apprenticeship training program. Unless this' training is 
available trig program will not- succeed. ■ > • ... ■ 

• ' . • „ * *' f ■ . 

Important .considerations involve the following- items: - 

ic tools y -tools required for each participant-- ' * 

* • - * « /» •* *■ * • 

General or shop. tools 4 -power tools (purchased Qr rented),- 

•■ .Materials , -purchased by training agency 

. - 4 -purchased v by others *( trailing project sponsor) 

% , ' - • ; , fc -donations by industry (defective gopds) * 

Training facilities "* 4 -school based * 

— communi ty. based - * v . * T 

* * * * 

Training projects. * .-school* maintenance work' \ 

-simulated projects • 
- . ' -commuqity projects 

' -private projects '(non-profit organisations-low 

income persons) 

COORDINATION WITH EXISTING PROGRAMS 

• .. .,• . • '• ■ . - ' "A 

Pre-apprenticeship Should .be coordinated with related programs in secondaj^ 

schools and^community colleges.' • \ 

Welding , Electronics/ 

Blueprint readinq/draiiing » * Industrial mechanics cluster % 

». , . • 

Surveying * t Construction d»$ter 

Automotive - Electricity/electronics cluster 

» * ** 

1 ♦ 

' 12' 



MISCELLANEOUS CONSIDERATIONS ' ' 

Legislation, community support and political considerations* will all have an 

effect on pre-apprenticeship training. Activities related to these concerns 

include: • / 

t 

f " ^ 

Workshops and technical 'assistance -State Dept. of Education , 



Publicity notices 



-public service , . , 

-newspaper ~ 

-radio 

-translation to Asian/Spanish American 



Civil rights 
• Transfer of learning 



-effect of civil rights compliance 

-benefjts of Vocational training to other 
occupational endeavors • 
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COURSE OUTLINE 



1.0 Introduction to the Parts Counter Trade 

1.1 History 

1.2 Trends . . 

1.3 Working Environment 

. ' 1.4 Employment Practices 

* 1.5 Wages 

1.6 Common Worker Benefits 

1.7 Trade Terminblogy 



2X) Diagnostic Testing 
, 2.1 SATB . 

3.0 Survival Skills 

- v • 

3.1 Expectations t ^ 

3.2 Communication Skills 0 

3.3 Giving and Receiving Feedback 

3.4 Dealing with Interpersonal Conflict ■. 

3.5 Group Problem Solving/Goal Setting and Decision Ma 
",3.6 Wider Influences and Responsibilities 

3.7 identifying and Developing Individual Strengths 

3.8 Worksite Visits 

3.9 Resumes 
3.10 /Interviews 

3.11. Appropriate Work htebits and Attitudes 

4.0 Trade- Math 

4.1 #1a.th Diagnosis 

4.2 Math Remedial ' . 



5. (^Physical Requirements 



5.1 Physical Requirements 

5.2 Developmental Processes 



6.0 Safety 

-4 • 

6:1 Gerteral Safety 

6.2 Personal Safety 

6.3 Fire Types and Prevention 

6.4 -Hygiene Safety 

6.5 Hand Tool Safety 
6.6/ Power Tools 



% 7.0. First Aid 



7.1 First 




*8.0 Merchandising a-nd Sales 

8.1 Customer Relations 

* -8.2 Salesmanship , 

9.0 Store Operations 

- 9/1 Catalogs 
j U.2 Records 

9.3 Other Operations 

* 9.4 Housekeeping 

4 

10.0 Product Identification^ 
10.1 Recognize Components 




II. t WORD TO THE INSTRUCTOR 

This course was designed to be a trade-related, self-screening, job exploration 
package, providing the student with basic .trade theory, basic trade manipula- 
tive practice, projects and bn-job-site visitations. 

Further,- it is to be implemented by instaJeWrT"who are sk tiled in each of the 
general topics described in the course outline and^expanded on in the instruc- 
tor's guide. t , 

The curriculum is comprised of two parts: 1) the instructor's guide, and 2) 
supporting modules anci references which are specified in the instructor's 
.guide. The instructor should seek other supporting resources where available 
or necessary. . " 

t 

The instructor should bear in m-ind that there are two broad objectives written 
into the.design of this course: 1) that the student will receive instruction in 
the preapprenticeship mode of the trade (which .is desjgned. to enable him*or her 
to gain eno^g exposure to the trade to (a) aid in making a. career decision, 
and (b) ^acintate entry into the trade), and 2) that the student will retain 
some carryover skills which he or she^can use in life, even should the student 
decide not to enter the trade. 

Essentially, this guide is pattarned after a program begun in Oregon in 
1979-80. The participants in the 1 program are wholly CETA-sponsored, mary vritii 
motivational or physical impairments* The program concentrates on providing 
motivational support and/or physical therapy. A typical program, broken down 
into its major components, -would be: * • , 

40% hands-on, manipulative work \ 

30% motivational support work 

10% job visitation 

5% physical development -or therapy ^ * \ 

15% class lecture, discussion, etc. 



Not all institutions* will have' the resources, nor will all programs' students 
have the need, for^such'a breakdown; The instructor should fdentify the needs 
of the students- and utilize the guide in the manner best suited to meet them. 

..-.>&:.•• • 

III. * RECOMMENDATIONS ' , « ' - . 

Hands-on work is probably the best learning experience for students in trade 
work* It is essential *if "the .two broa> objectives, listed above are to be met. 
Therefore, implied' in the topics covering tools* materials and tasjcs or work 
processes ; is the notion (emphasized in the^Instructional Outcome for these 
topics) that*the student will practice using the tools and materials described 
therein, ' a ' J v 

In lieu of derscribing in the Teaching Method^nd Aids section of the guide 
those tasks which will be performed with the described tools and materials, the 
writers leave it to tfre imagination and material resources of the instructor. 
Practice is the method by which skill is developed. 
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1.0 Introduction to the Parts Counter Trade' 



INSTRUCTIONAL OUTCOMES: ^ The student will be able to identify and briefly explain 
the history, trends, working environment, employment practices "and wage-scales o 
the trade, as well as working people's benefits and trade terminology. 



INTRODUCTION:- i n order to become an effective worker or make an effective, real 
istic career decision, an individual must be exposed to various aspects of t&e_ 
trade . * 



PRESENTATION 



TEACHING OUTL'INE 



TEACHING METHODS AND AIDS 



1. 1 History NV * 

A.' Parts industry has grovtfwith automotive^ 
industry,- ; - • 

. c . • ' 

1.2 Trejids 

A. Currently two: increased competoiii^ and 
increased complexity. 

.• B. , Competition is promoting more parts- 
houses. 



1.3 Working Environment 
A. Conditions have improved greatly. 



Explain arid Discuss 

. ILS Introduction to the Parts 
Counter Trade 



Jobsite Visitation 
Invite Job Specialists 



8 



J B. 



Employment is year-round 

1. Industry slows down in winter- 



\ 

^C7 



C. Industry emphasizing public relations 
aspect of counter person . 



L4 Employment Practices 

A. Relatively few apprentices in Northwest 

B. Individuals need to, find employer to 
sponser selves into trade. 

C. Employers dpsire school background in math 
science and business* 

D. . "Beginners may be used as delivery people 

1. Then may "become shipping and receiving 
clerks. 

2. Theri may become counter people*, 



L5 Wage Scales 

>' A. Relatively low for beginners, but improv- 

B. Lack of wel Z -structured apprenticeship 

* program, reluctance of business people^ 
low wages all contribute ta shortage of 
wel I- trained workers. 

C. Needs personnel for increased volumes,, 
; k elaborate record-keeping systems.. . 




O * 4 
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1.6-v Common Worker Benefits 
A. Unemployment Insurance 

1. Purpose. 
# a. transitiort from job to job. ' 

b. .ease strain t)f layoffs.^ 

2 . 'Source v of benef i ts . 
, # a.' payroll tax oh wages. 

3. Eligibility. . 
a*, depends oh base year earnings. 

~4>A depends on reasons for leaving 
'work.. 

4. " Level o of benefits.. 
a. level of base year earnings. 

5. Claims process, 
^a. report to Employment bivision 

office. 



*\ *b % provide required information. 

(1) employer's name and address 
• (2). your social security number. 

(3) wacje* earning records. 

(4) Current address. 
6. Appeals/hearing process. 

a. -.initiated by worker. 

b. . in writing. 

c. within time limits. " 



B.. Wage and Hour Conmission 

1. Purpose. * - 

a. to investigate and attempt equit- 
able settlement of wage claims. 

2. Areas of claim review./ • * 
a. pay periods* ; 

b* pay days. 

c. final pay days, 

d, wage payments in cases of dispute. 

• ■ * A • 



Explain and Discuss 

ILS Common Worker Benefits 

Invite Field Rep 
Workmen's Compensation Board 
BOL Wage and Hour 
Employment Division 



» * .1 



e. methods of compensation and over- 
time. 

/f. minimum wage laws. 

g. limitation of hours j'n certain 
industries. 

h. , Restrictions on employment of 

minors.' 
3-. Jurisdiction. 

a. Federal vs. State. 
'4. Claim Prbcess. f - 

a. contact wage and hour commission* 

b. provide required information on' 



'appropriate form. 
(1) 'dates 4f employment. 
•* (2) -rate of pay. 

(3) reason for non-payment. 
, (4.) estimate of disputed amount, 
/c.^wage claim. conference'. 
, d. collection process. -* 
e. protection against retaliation' for 
filing a claim. 
5. Time limits for filing.' 
a. ^ regular pay. 
! b! overtime pay. 

Workers Compensation* 
1.* Purpose 

a. r provide medical care payment for 
on-the-jpb: accidents, 
provide time loss payments. 



c* provide -payments for permanent 



disability. 



«d. / provide deatl? benefits. 4 
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2. : fource of ,benef i ts • ■ . 

a*, employgf premiums foT insurance, 

. * > 

b. employee contributions. " v 
• . 3. Level of benefits. ./ * 

a. complete fior medical costs. 
;b. var.ies according to level of final 
disability. 
\ 4. Eligibility. ' 

a. -any j*ob- related accident or con- 
dition causing the worker to leave] 
^work and seek medical treatment. 

5. Claim process.. 

> 

a. report accident to employer, 

* a 

b. fill out claim form. 

# -(I) know your employer's legal 

Jiame. \ 

S'2). know yqur employer's "insurance! 
i carrier. ^ 

c. see your doctbr Top treatment. 

6. final determination, 
a. doctor's statement of stabilized 

condition/ 
/ b. board's findings of disability ar 
payment. . £ 

7. 'Reopening claim for aggravation of 

igjury without a hew injury. " 

a. contact employer's insurance com- 
pany if occurs within the first 
five years. 

1>. contact worker's compensation 
board after five years. 



r 

■{1.7 
A. 




2. 



3. 



Trade Terminology , . f • 
Common Trade Terms 

1. Accounts receivable— balances of money 
due from customers. 1 
Active stock—merchandise in the store 
area 'readily available for normal 
sale to customers. \, * 
Back order— merchandise on order but 
not sfiipped.. . 
Bill of lading— a, .carriers document 
acknowledging receipt 'of goods and 
stating terms of carriage. * 
Break point— where costs; of shipping- . 
by a particular method changes signi- 
ficantly because of size qr weight 
classifications. 

Cash discounts— discount given for'tbe 
immediate or prompt payment .of a biM. 
, " 7. Core— term used to describe items r 
^ « accepted in exchange transactions; 

for example fuel pumps and carbura tors 
8;* Credit memorandum— rev>rd*of" what is 
owed to a customer in a* transaction, 
.*2& . sale or return* 

A" 

9. Discoupt— an allowance or deduction 

from a .quoted' 'list price? 
10. Freight bill-^camen's bill- to a. 
consignee describing^the type and 
number of materials, their weight, 
po.int of origin, shipper and freight 
charges. * ' 

; Inventory control —method of checking* 
the quantity 1i'nci|type &f material on 



5. 



6. 



y* - hand. 



M O 




mmsmmm^^:^ £4i A; ----- 



23 • 



\ 



to 



13. 



*14\ 



15. 



17. 



12. .Jobber—wholesaler selling pHmarily 
t<l retail tradesmen, 'indjjstrjal users 
List price— suggested retail price of 
an item. • 
Net price— cost of an item specified 
by*£he class- "of purchaser; for example 
dealer net. . ' * ^ 

Overheackexpenses' of^awducting busi- 
ness aside^from.the cost'of the pur- : 
. chaSe-of stock, fabrication, sales 
- r - costs and. salaries. For example, . * 
• " lighting, heat and^ telephone expenses 
16. "^Paid ou.t--money spent .by the firm. 
Xlsually used in connection vyith cash 
register transaction^. u ■ - 

Perpetual inventory— method pf 'regis- 
tering the quantity of . stock by 
recording" each receipt and issue of 
stock. 

Physical inventory— recording of stock 
quantity by actual count q%>i terns.-- 
19. Purchase order— formal i. request from 
a buyer to seller which specifies con 
dftions'of sale and delivery. It is : 
not' a contract until accepjjed. by' the 
seller and acknowledged to t^e buyer. 
Rebu"ilt--an overhauled or recondi-" 
tioned unit: u . 
Reserve stock— supply of warehouse - 
merchandi sensed to.. replenish active 
stock.. • f • 

Trade 'discount— discotiht offered to 
particular customers vtjio will use the 
items purchased" for retail or for 
making repairs. 



18 



"20. 
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22. 



23. 



Turnover— the<ratio : pOtdfck sales 




If,' 



.dollars to stock 1 acquisition dollars 
• //or a gi ven ' period of time. 
24: Vendor—the seller in a.' transaction. 
25..' Warranty— an expressed xtr implied 
proraisfe'tp make good for faults of an 
;v,Uem due poor manufacturing control'! 
or rdpair* " ' * * 
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2.0 Diagnostic Testing7Counterman, Auicr»iotiv° Parts 



INSTRUCTIONAL' OUTCOMES: The. Student will complete a Specific Aptitude Test 
♦ Battery (SATB),* administered J&^/Qual if ied examiner and, will have the results 
explained by a qualified exajnijraLf ' 



7 \ 



INTRODUCTION; JhevGeneral Aptitude Test Battery is a standardized test that 
has becomfi^-r^pgnized as' the best validated m^ltfple test battery in existance 
far use in vocational guidance. The tests are used by apprenticeship coimnt-: 
■ tees to, assist in the screening process' for appropriate candidates wben appren- 
ticeship openings occur, .qnd^to provide individuals with an indication of the 
'probability of their being successful in a particular trade. ' 

Many apfprenticeship programs require applicants to ha\^-C€tta1h aptitudes ^s 
demonstrated by passing appropriate. tests. * for example, tine applicant may be x . 
required to pass Specific Aptitude test -Battery (SATB) administered by th£ < * 
State Job Service. SATBs test two.or more of the following nine general 
* aptitudes: general learning ability (cognitive, functioning), verbal aptitude, 
numerical* aptitude, spatial aptitude, form "perception {ability tb perceive 
swall detail )i clerical perception i(lblljpLjto ~ 4vstinguishipertinent detail), 
motor coordination, finger dexter ity and jn&qua] dexterity. a . ~,r -* 1 

Each battery tests different combinations of these nine general aptitudes 
because each occupation requires different specific abilities The following 
SATB tests and cutting scores are required* by the apprenticeship coiranittee 
for the tfc^de. The student should be.<tware of the «trade requirements and v 
deteraine-'KovTije^fir she -feels. about his or her abilities in the tested 
aptitudes in order to make a* 'career decision. 



.PRESENTATION ' 
_ # 



TEACHING OUTLINE 



TEACHING METUOQS AND AIDS * 



2.1 SATB • ■ . « , 

A. Complete exam described ^elow 

KEY; Trade Occupation CbdeJ for theoccupa- 

* ** * > 

tioh * * • * \ 

, . . t # * 

.SATB for the,tratKP* Recommended cutting 
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Z : „ . icore for* the trade 



Location of the SAT? within the GATB ft 

COUNTERMAN, AUTOMOTIVE PARTS S#167 
Intelligence - 90 
Spatial;. Book I, Part, 3 
Verbal; Book I, Part 4 
Arithmetic Reason;*Book II, Par06 

Numerical Aptitude = 9Q £ 9 2 • * 

Arithmetic Reason; Book . II, Part 6 - • 
Computation; Book I, Part 3 , , ' 

Clerical Perception =95 

Name Comparison; Book*I, Part : 



Intelligence 3 
^Numerical Aptitude 
} / Clerical Perception- 





,' Cutting Scores 
Grade 1*0 






• Adult 


" Grade 9 




;. 95, 


91 i • 


' 88 




90 


85 •* 






, 95;, 


J* 91 - ' 
1- 


87 

t ; < 





:: B. ^Discuss. Results: 
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3.0 Survival Skills/Parts Counter 



INSTRUCTIONAL OUTCOMES: The student will learn and practice fundamental concepts 
in: a) dealing with expectations, b) communication skills, c) giving and receiv- 
ing feedback, d) dealing with interpersonal conflict, e) group problem-solving 
goal-setting and decision-making, f) outside influences and responsibilities, 
g) identifying individual strengths, h) appropriate work habits 'and attitudes, 
and, i) phases of job search and worklife. 

— * * • 

INTRODUCTION: Training" and proficiency in human relations skills are essential 
for successful adaptation. to worklife. All too often in job preparation pro- 
grams, these basic survival skills are neglected or put aside in favor of 
training in the technical aspects of work. 

This*topic describes the many skills necessary to become a stable, productive 
and satisfied worker. 



r 



PRESENTATION 



TEACHING OUTLINE 



TEACHING METHODS AND AIDS 



3.1 Expectations 
^^LJredicting the future 

1. Self|$;ulfilling prophecies, 

a. setting yourself up for fa 

b. thinking positively 



ilure 




IIS Survival Skills-Expectations 
PREPARATION ' 
Bf familiar with the material 
beforehand, and think up some 
relevant examples 

AVAILABILITY - • ■ / 

Be available to students. Go 
around those stuflents readinn 
the material. Be prepared tr 
answer and ask questions that 
increase-students 1 understandi nq. 
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8. Two-step process to Opening up expecta- 
tions. , * 
1. Being idealistic and realistic 
* a. being creative and having ideas. 



b. keeping close to the facts 



c. effects of leaving out one of 
two steps. \ • - 



the 



"V , d. combining £he 'two 
C, Prejudice about other group*. 



D. Being a winner 



ELICIT RESPONSE 

Ask individuals >rtTaTthey would 
like to do most of all. Use 
their reply. even if it seems *' 
trite. Suggest -two alternative 
possibilities— the worst and 
the best. Ask how each would 
affect that student's, feelings 
and behavior at this moment! 



RELEVANT COMPARISONS 
Illustrate creativity from 
movies, TV or writing. Tell the 
beginning of ^ story and ask for 
suggestions <on how it might end 
Give the original writer's ver- 
sion. Show how anything is 
allowed in creative Ideas. 
Suggest students, read court 
reporter news coverage.' 

STUDENTS' EXAMPLES 
Entourage extreme examples of. 
fantasy and oXsti-cking close to 
the factsT 

\ 



Examples of prejudice . • 

•Show how stereotypes arise out 
of . stereotyped expectations. 
ROLE MODEL ■ 

Be heard thinking positively. 
Encourage positive thinking 'in 
students. 




E, Self-Assessment— looking at common per- 
sonal expectations 



' 0 F. Post'Assessment 



$p2 Communication Skills 
A. Good communication 

1. two-way process 

2. importance 

3. innate abilities 



4. showing mutual ' respect 



B. Active listening. * ^ 

1. Centering attention on the other 
person. 

a. being seen^to be listening 

b. finding out what is important' to the 
other person 

c. following the other person's lead 

d. listening to feeling 

. 2.i Checking that* you have understood what 
••, - - the other- person is communicating.' 
. a. checking .feeling 



IDENTIFY PROBLEM AREAS 
> Go through questions to see 
where students are puttinq 
themselves" down. .Give encour- 
agement. Ask what they want 
to change. 
EXPLAIN 

•Read through examples, answer 
_ questions. 
FLEXIBILITY 

Allow students to demonstrate 
their understanding in les-. wan 
suggested number of sltuatiifc;. 

IIS Survival Skills-Communica- 
tloh Skills. 

PREPARATI ON * 

~© * 

Be familiar with the materia' 1 

BEING A ROLE MODEL 
Demonstrate active listening. 
Ensure that- students voice -prob- 
lems and doubt's/ Allow" frequent 
opportunity for students to 
give responses to on-going work. 
Be ready to demonstrate bad . 
examples of listening, to ^reuo 
or Individuals, abd contrast 
with good examples. 



b. checking content ■* . 

t. when it is inappropriate 
_C,. Being listened to. 

1. Your rights as an individual - 
.2. When to keep quiet 
3. AvQiding being aggressive' u 
A. A three-step approach 
a. showing you. understand 
* b. taking responsibility for your own 
feelings « 

c. suggesting alternatives 

*■ » 

D. Overall importance of respect for indiv- 
. i duaTs . * 

1. Communication between equals* 



E v -Self-Assessitent> 
•J. How individuals communicate pith 
others * 

F., Practicing the skills In triads. 
'1. Active 1-istener of personal experience 
2. Role' play being listened to 



t ASSERTIVENESS 
Draw examples from books on 
being assertive. Think up 

, .appropriate examples in work 
context. Discuss aggressive 
responses 'with individuals. 
Describe alternative approaches 
Discuss possible exceptions— 
where aggression might be appro- 
priate. 

^INSTRUCTOR/STUDENT RELATIONS 

^Assess relations in class in 

terms of respect for, and equal 

« 

ity of, individuals. Ask stu- 
dents for comments \ 
IDENTIFY PROBLEM AREAS \ ' 
Give help ajjd encouragements . 
Find out from .students what 
skills they want to practice; 
TRIADS 

Form triads (trios) as students 
finish Self Assessment/ * 
FEEDBACK . . 

Listen* to one example of active 
listening in each triad. Give 
suggestions for improvement. 
Be open to alternative situa- 
tions for* the role play. En- 
sure students are willing. to > 
practice being sensitive to 
possible reltictanriTand shyness 
Be prepared to role play your- 
self. 



n 
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3.3'Giving and receiving feedback 

A. Importance of being able to give praise 
and criticism (introduction) . 



B. Importance of group support and' teamwork 
1. Being a team member 

* 2. Building a team 

a* knowing where you are 
b. pulling your weight 
p. responsibilities for* others 
d. group "tints and goals 
3. Poor working environments 
a, indirect communication * 
* b. not knowing where you stand 

C. Reading attitudes* , 

1. Hired of fired? 

2. How do 'yQu come across to ather people 

3. Interpreting other people's, behavio? 

D. Giving and receiving positiye opinions 

Importance of praise 

2. Taking compliments 

3. Giving praise**'**^ 

E* Getting. and giving critfiftW , ■ 

1. Its importance 

2. Being criticized 

3* Avoiding beir\g threatened 

4. Between equals 

F. Self Assessment-Feelings and Preferences 



ILS Survival Skills-Giving and 
•Receiving Feedback 
PREPARATION- 

Be familiar with the material 
and prepared to participate 
actively and equally. 
FACILITATION 

7 Militate continuously the 
"building of group support. Give 
extra support to students who 
have difficulties participating 
fully. Enlist help of more, 
confident and verbal to share 

^the responsibility. Give sup- 
porti^but principally be a neu- 
tral chairperson or facilitator. 
Encourage group members to ob- 
serve each others' non-verbal 
behavior between class timer- 

POSITIVE REINFORCEMENT 
£ive frequent verbal praise to 
individuals who are working well 
and to the grouj) as it become i 
more supportive „ * 



MONITORING 



Walk around and ask permission tt 
join in sonte partner discussions, 
Encburage greater depth. Avoid 
any judgments. Use paraphrase 
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G. Assignments 

1. TellingT individuals what yoirlike 



2. Reading attitudes within the group. 

3. Opening self-sharing important exper- 



iences 



4\ Receiving direct positive f eedbipk . 

t 5. Receiving direct positive and jrregative 

feedback s 2 : 

H, Post Assessment 



1 



4 - . •• • 

3.4 Dealing with interpersonal ^conflict 

* 

• ♦ - 

A, Consequences of poor interpersonal rela- 
tions 



iERJC ^ Cv^.. , -hy . 



^3 



and feeling as checking skills 

A DEVELOPING PROCESS 
Introduce when group is ready. 
First three assignmerfts could 
be practiced even befdre module- 
has been read- Explain, in turn 
each assignment to whole group. 
Deal with worries, doubts or 
questions before you begin • 

Use all your facilitating skill 
Especially be sensitive to mem- 
bers 1 non-verbal -responses. 
Follow up; 4 after the class, 
on any individual who is Upset. 
At all times encourage positive 
support within the group. 
Be prepared. to intervene if * r 
criticijsm becomes, too negative. 



Organize small groups or lead 
discussion of whole group. Use 
small groups to extend each 
individual's range of inter- 
actions . 

ILS Survival Skills-Dealing with 
Interpersonal Conflict 
^REPARATION 

Be familiar with the material 
and ready. to supply further, 
relevant examples from the 



La 



hi'; 




mi---, .a, 
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B. Recognizing conflict in a work context 

1 * Open Arguments 

2/Possible causes 

3. Consequences ' £ 
C! Thefn and Us atmosphere 

1. Thg conditions you deserve 

2. Whose responsibility? 



D. Unproductive ways of solving Conflicts 

1. Finding someone to blame 
E- Productive w§ys of solving conflict ' 

1. Taking responsibility for doing some- 
thing about it * * t 

a. when people 1 feel .threatened by you 

b. when you fee! threatened 



F. Remaining^passive. 

1. Poor worHng conditions. ^ • 
2/ Physiological and psychological prob- 

/ lems . ♦ 

% . 

• 3. •Irrational fears 

a, fe&r of not being ^1 iked 

b. fear of hurling others 

G. Action mode4-for solving interpersonal 
corifjicts^ 

U Choosing the best time 

2. Taking responsibility! for your feelings 



world of work. 



BE AVAILABLE 
Encourage students to comment and 
question points as they arise. 
Ask them to come up with their 
own examples, either confirming 
or discontinuing the information. 



RESPONSIBILITY ' * 
Throughout Survival Skills, in- 
dividual responsibility is re- 
peatedly stressed. Periodically, 
reassess your own role. Avoid 
being pushfed into the "expert" 
stance. Try to be arr impartial 
facilitator, encouraging s>tudr 
enf's learning without passing 
judgments. Ensure students take 
responsibility for what thej^ want 
to achieve. 1 ^ 
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3^ The four-siep, language formula., 
a- tell the other person 'that what he 

or she is doing is upsetting you 
b. speak yobr feel iligsL 
- ;c f . destribe hoW his or her behavior is 
affecting you \. ; 

d,. suggest an alternative ^ 

H. -Negotiating 

1. Give. and take 

2. Compromise 7 

I. Discrimination [ aitd prejudice 
1. Different-types 



2. Dealing with it 

s - > 



J. Self Assessment 



K. Assignments 

• 1- Sharing fn^small groups. 



L Post Assessment 

■ • * 

T. The formula 



IDENTIFY IMPORTANT fiRQUP ISSUES 



Deal in a neutral manner with 
examples of discrimination. Ask 
. individuals for personal exper 
ience of racial "and sexual prej- 
udice and discrimination. Fac- 
ilitate discussion on Equal Opp 
ortunity and Affirmative Actionp 
InVite solutions to problems frotr 
group members. 
NEW ISSUES ! 

Be aware of any controversial 
issues that arise during the ' 
Self Assessment. . Introduce them 
to the group for general discus r 



si on. 



ORGANIZE GROUPS 

Form groups as students finish 
writing. Limit talk to five < 
minutes on each topic. Maintain 
some urgency by announcing the 
five minute intervals. . v 
COLLECT WORK x _ . 



Read and make encouraging 




/ 



2. Personal examples 



3-5 Group Problem Solving, Goal Setting and 
Decision-making 

« 

A. 10-step. model 

1. Define the problem 

2. Look at the known facts 

a. what is happening 1 

b. who is involved 

c. when does the problem occur 

d. where does it occur ' 

e. why has it become a problem 

3. Agree on your goals . 

4. Pool ideas ifor achieving your ma^n 
goal without evaluatingVthfem 

5. Look more closely at someCof the more 
" 'interesting and unusual ideas 

6. Include any! other ideas that you think 
might be helpful . 

1. Agree on some guidelines for achievinq 
your goal \ 

a. be specififc about minimum behavior 
^ t. required 
8J Decide on a plan to implement your 

proposed solutions 
9, Assess the % likelihood of success 
10. 'Evaluate the "success of youy* decisions 
after tfiey have been, implemented. 
B. Self Assessment" 



written comments* .Arrange con- 
tract 'for completion* of work wi th| 
any students .who produce .low 
standard work* «\ 

IIS Survival Skills-Grpui/ Problem) 
Solving, JSoal ; .Setting and Dec- 
j f ision-Making . , 

PREPARATION AND MATERIALS 
Know the lO-stepl model ♦ without 
having* to refer to it on the page[ 
Work through the process before- 
hand. «Have photocopies of the 
mbd^ll: 

^ave ready one large newsfirin^ 
pad ^hd one marker for every 
five students . Choose" aboyt "six i 
.examples of unusual 'tools Or 
materials that students are un- 
likely. Jo have seen. Have then 
ready, -but hidden. Get advice 
from specialists beforehand. 

AVAILABILITY • 

Go around students in class w!?il< 
they 'are reading 'material . Help 
them untie rstand\the 10 steps. 



CHECK LACK OF UNDERSTANDING 
Look ovfer individuals 1 answers.. 
Give help for misunderstandings.' 



X' 



C. Assignment in small groups 
• 1. Producing quality of ideas 
2. Practice in thinking' creatively 

C " ■ v " 



3.' Identifying unusual objects, 



4; Quality circle v 



» I 
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MATERIALS REQUIRED ^ 
Sheets of newsprint^nd suf- 
ficient markers * 

ARRANGE GROUPS 

During these assignments, there 
may be laughtejp and a lot of 
exerted talk. Encourage comp- 
osition of groups on basis of • 
who works well together rather 
than primary friendships. Keep 
groups separated by space. ,Go 
around groups, sit in and parti- 
cipate. Keep up speed of work 
by giving limited time to gather 
ideas* 

Invite spokesperson from each 
group to report back on ideas. 
Write down ideas as ttffey are 
given and summarize range of 
proposed solutions. 
OBJECTS REQUIRED 
Supply one object for each group 
Choose trade tools or materials, 
^that most students are unlikely 
to have 'used. 
MONITOR PROGRESS 
Encourage written records of 
proposed solutions. Ensure all 
members of 'each group take some 
responsibility for finished pro- 
duct. If possible, get results 
typed out so they can be shared 
within larger group. 
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D. Post Assessment 



5 3.6 Wider influences, and responsibilities 



A. Relations with people in authority 
^1*: Formal workplace 

a. job titles 

b. ^hierarchy 

• 2«. Infornal workplace 

a- unwritten rules and instated sxpeq- 
tations* ^ . , v: ^4,* 
3- Showing respect -arid being retaxed' 



B. Relation^vWith family and friends " 

1. Changes in responsibilities 

2. Affectsrof changes \on old relationships, 
■a. being prepared ^ 1 « * 
6." communicating-problems- 

3. Planning qualify time " ■ 

_ > 1 a, keeping work problems at^work^ 

Bft' j- >' v.- . • 'b». maintaining, refationships 
|»r N ' % — . "' — — f- ■ » . _ 



PREPARE HANDOUT 

Have copies of 10 T step model." . 
Make sure studentsjfcheck what 
they have written and correct it. 

PERSONAL EVALUATIONS - 

Invite students to read out or 

*' * 

tell others what' they 'wrote under 
" 2 in the Post Assessment. 

ILS Survival Skills-Wider Influ- 
ences and Responsibilities 
PREPARATION 

Be familiar with the module apfr 
gather useful newspaper cuttings, 
brochures and leaflets that' il- 
lustrate the range of ffassible ' 
influences on somebody settling 
* down to work. 
BE A READY* RESOURCE * • 
Give examples informally to 
students from personal experience 
to back up information. 

DRAW ON STUDENTS 1 EXPERIENCE 
Encourage individuals to. think of 
relevant i 1 1 ustra tions from thei r 
own experience in 'a work setting. 



' «... 
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4. Keeping up leisure activities 
• 5. Home problems at work 

a. leaving problems at home ^ 

c b. serious problems 
C^Other influences 

It apprenticeship 

2* union 

3- social organizations . 

4. other workers 

5. «state and federal agencies 
D. Self Assessment 



E. Assignment 

* , _ , _ * 

.V 



SUPERVISION 

Ask students to show their an- 
swers to the Self Assessment. 
Since it is a test of compre- 
hopsion, follow up on any dif- 
ficulties revealed*. 
"• CHOOSING PARTNERS 

Errcourage* students to wprk with 
„ someone different each time. 
After majority of- students have 
completed assignments, hold 0 a - 
report-back session with Whole • 
; group. Ask students to summar- 

* ize and draw conclusions from 
' reports given. 
: DEMONSTRATE " 

• Show what is required by i 11 u*s • 
,trating, it on a* chalkboard. 
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3.7 Identifying and developing-Jndividual 

strengths * 

♦ 

A. Evaluating yourself and others 

1. Expectations * 
, fv Z. Personal theories'? 

a* predicting 

bv controlling 



B. Identifying personal' values 
,1. Significant role models 




2. Eliciting perM^^^.ns4ructs 




3^JJi-poTar* qattfi^e of constructs 



ILS Survival Skills-Idwlfifying 
and Developing Individual Stre- 
ngths " m 
PREPARATION- ' 

Workyithrough module beforehand. 
Acquaint yourself with any areas 
that might cause difficulties in 
understanding. Make extra copies 
of exercise sheets. Refer to 
ILS Expectations. 
AVAILABILITY 



> 



Be at hand throughout this mod- 
ule. For students to discover 
significant thttjgs about "them- 
[ ^elves > ^instructions must be 
J||pbwed closely. Ensure that 
^Kudents" have had a personal 
relationsh^w-fth each dr people 
1 i sted^iryrMht Q col umn . Ask 
them tb-'^^pames they used to 1 
address t .^^^^^ e -* 4 
..Check studef^Rl^cterstanding of. 
procedure. If ':rie&essary, go 
through method wftn^ffole grbupl* 
Ensure that the description is°o 
^importance to each student and 

not superficial, such as hair r** 
i&color, etc.. 



Stress that therer^^fecorrect 
answer; it is important- for each 
person to write what seems op- 
posite to him or her personally 
regardless of. what anyone els£ 
'might say. 
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sis* j.!f-; , 



4. identifying important personal values 



«3 * 
> » 



5. Eval dating yourself. . 

a. as you' feel you are v. 

b. as you would like to be 

c. looking at the amount of congruity 



6- Evaluating significant others 
a . "cMparThg .ratinf^ 

^ 0 



I© 



C ; . Influences, on personal decisions , 
1 . Ho* much, are you in controT. of your own 
life? 

, Positive arid, ^negative influences. 
. av other people 
b. Aspects jpf self * 



c.r.org4'nizatj€ns 

% *• * 



ARRANGE PARTNERS 
Go around and offer interpreta- 
tions if requested or encourage 
students'to draw conclusions. 
Ask what they recognize .and what 
is new. 

DISCUSS WITH INDIVIDUALS OR 
SMALL GROUPS ' * 

Be tentative about what "is -ident- 
ified^ The conclusions can only 
be significant if the individual 
finds them, significant. Use - 
words and phrases such as.. ."it 



seems 
guess 



. • "you may. 



'I would 



"it mi$h£ indicate.." 
Use grid to prompt questions 
rather thafi\answers. 
IN PARTNERS.* -' 

Suggest each student in turn ' 
tries to describe v^hat people the 

mother one might like and wh^t 
people 'he or she might not like* 
based on the constructs on paper 
leisure that students follow in- 
structions closely. Encourage 
them to search for all influences 
If they have difficulty, sugges't 

« situations where students make 
choices, ^.g. career, friends, 
classes,' out-of-school activities 




(A * 



D. Time management 
1- Organizing skills . 

2. Being responsible for your own life 

3. Prime time" * 

4. Making a time chart 
a* procedure 

b. interpretation. 




E* Post Assessment 

1. Personal values 

2. Influences 
^3. Use of time ' 



s 
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EXTRA COPIES * 
Have rea<Jy prepared extra copies 
of time chart , 



Ensure agreement on completing, 
time chart. Go over method of 
calculating actual time. 

H 

Illustrate on chalkboard or 
newsprint paper; give example of 
one day's record. Use talty 
system. • " * . 

CHECK STUDENTS 1 UNDERSTANDING f 
Bo" this before anyone starts 
recording. It might be advfsabh 
to go aver procedures one day 
ahead and practice* be done in 
class. ~ ' / 

Collect, read and hand back dur 

ing cjass** Give encouraging 

* j * 

comments . \ * 
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3.8 Worksite Visits 

A. Building realistic expectations 

1. Questioning job descriptions 

2. The human s'ide'of the job 

3. On-the-job vis.its 

~4.. Talking with people in the trade 



B. Group visits 
1. Exposure to different working environ- 
ments 

. 2; "Practice in observation 

3. Asking questions 
C! Individual visits 

1. After working Jjours 

2. Interviewing the worker 

3. Arranging the visit 

D, Self Assessment-Comprehensio^ 



E. Assignment 
1/ Cooking at Hel planted ads 



lt$~Survival Skills-Finding a Job 
Worksite Visits 
PREPARATION 

Arrange with any company that 
allows it a group visit during 
working hours. 
Have sufficient copies for use by 
^whole class of He^p Wanted ads 
from local^ newspapers. 
Become an informed source of 
possible contacts for student 
interviews with journeymen and 
apprentices. 



CHECK UNDERSTANDING ' 
Ensure students comprehend all 
of tte material, before making arty 
,contacts^oV visits. 
HELP WITH ASSIGNMENTS , s 
Supply Help Wanted sections— one 
to each student.- Suggest they 
read through and circle in ink 
interesting ads aV Stress impor- 
tance that .each works on his or 
her-own; it is practice in look- 
ing for jobs.. Ctfllectwhat 
students write and report back 
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2. Writing realistic job descriptions, 



3. Contacting a journeyman or .apprentice' 
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4. Asking questions 



5 /"Making a group visit 



6. Reporting back 



7. Discussion 
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to : w^js grqu^with summary of 
students f i tfdirigs. 
ftead and'comfnent on students 1 , « 
descriptions. With individual'^ 
permission, read olit selection 
to wholes* group and invite com- ' 
parisons with job descriptions < 
ih newspaper^ 

Supply names and encourage stu- 
dents 'to .come up with own con- 
tacts. If necessary, two stu- 
dents could team up to make a 
visit. v 
Role play telephone gontacf and j 
get students to .cop/-out sug- 
gested^ questions . .Make /individ- 
ual contract with each student, 
settirfg deadlinesto call, „to 
visit and to report back. Check 
on progress and share with rest 
of group. 

Arrange for individuals to repor 
back to whole* group at same 
.session. t < % 

.Go over observations and ques- 
tions beforehand. Ask students 
to write questions down. Divide 
questions, -and order of asking, 
among 'group. Add any other 
questions suggested' by group. 
Ensure. that each student records^ 
his or her observations. Invite 
individuals to report on their 
feelings and.findings. * 
Lead group discussion on overall 
findings'. 



****** »*■,•.,', S 
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3.9 Resumes 

1 ft. Nature and function * 
. 1. Self adventi sement . * 
. 2. Summary of strengfbTand skills 

3. Different ways to use resumes 

4. Contrast application forms 
&. Extracts from resumes * 

' 1. People with fitt'le work experience 
2. Presenting .the best interpretation 
of the facts 

C. Suggested format 
V. Position de§ired 

• a. .finding out about the job 
°. ? b» matching your skills 

2. Education . 

3. ^Relevant work experience 

4. Other relevant experience 

5. Personal data-: , * .* 

6. References * 

a •/making a* list of your attofevements 

D. . Identification of your skills v 
'/"I. -Personal and -interpersonal skills 

t 2.> Skills used in leisure and, work activ- 
ities 

,a. what* could ,<jo wrong 

• b. what skills you need to avoid mis- 
. . " takes . 

c. stamp collecting 
'd.^pj^nting a-garden 

E. A professional finish 

1. Typing . 

2. 'Paper " 

; — t: — — \ 



Arrange anotheAorksi te visit. 

i 

ILS Survivial Skills-Finding a . 
Job-Resumes 

PREPARATION AND MATERIALS 
Largfe pad of newsprint and suf- 
ficient markers for cjroup. En- 
sure* that t'here are adequate ^fat| 
surfaces. 



■fee 
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F. Cover letter 
l. # Why them?' - 
2- Why you? 

, 3. Let's meet 

G. /Self Assessment 



1. Personal and .interpersonal skills 



U 4 




2. Ln a job context 



3. Analyze three examples of wdrk 

. • .V 



H. Post Assessment . % ' 

1.. Organizing persona,! work experience 



HELPING WITH ASSIGNMENTS 
Be ^liable throughout, when 
students are working on. Self 
and Post Assessment. Write on 
chalkboard further suggestions 
of personal -and interpersonal 
'skills. 

Suggest students help each, 
other in finding relevant exam- 
ples of'their application of 
skills. 

Xllqw partners to* choose each 
other. Emphasize- broad defini- 
tion of work to include paid* • 
*and urfpaid, pah-time; fete. 
Give examples. * 
Model how st*d6nts can help eacK 
other. Go around and ask. ques- 
tions tp elicit relevant infor- 
mation. 

Supply 'sheets of newsprint and 
markers. % tell students to use 
the full area of paper.- Check 
that. students are recording all 
the suggested information. 
|- % Inspect Sheets individually and 
suggest best way to organize 
data. Aclvise on whefe* to in- 
clude or omiUdates and which 
expleYience to group or 
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* * 

2. Writing a draft resume ' 

# 

> 

o 

\ 

m - • 

* 


separate* 

Give encouragement and direct 
help with drafting of resume. 
Take best draft, type it and 
. duplicate it on quality colored 
paper. With permission of stu- - 
deat, share with whole group. 
Encourage sharing of draft res- 

< 

umes. Offer to help Tater if. • 
individuals want to develop a 
- finished version of resume. •* 

i. . 


> 

o 

r 


« - » 


< 

X 

\ 






6 
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> 

* * 


♦ 

♦ 
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3.10 Interviews 

A* Subjective nature of .interviews 

1. Content of hiring interviews 

2. Interviewers 1 opinions 
+ * 3. Interviewees 1 opinions 

3. Facts and opinions 

1. Giving honest opinions ^ 
" 2*' Interpreting facts 
_3. Quoting references and examples? 
4. Deciding what \% relevant 
Emplpyers^-fcaaectations^ 
1. Obj/ective insures of aptitude and 
achievement 
, 2. Appropriate a.ttHudes a„nd work habits 
D. How to Communicate interest arrd enjthu- 
siasm " . 

r, 

1. Be' genuine 

2. Be informal N 

3. Showing enthusiasm 
• % a./non-verbally * * 

b. how to speak and what t-o say. 



•r 



E* How to communicate that you wfll be a 
good worker * e ' 

1 . Findi gg examples ^ 
F. How to show you are trainable . 

1. School and non-school * 
6*; : How to show 'you work well with- people 

1. Relations with the interviewer 

2. Giving examples ?r . *. 

H; How to be realistic about what you want 

1. ' Knowledge of* the work environment 

2. Knowledge of the. career' structure 
■ 3. Answering- questions about goajs 



ILS Survival Skills-Finding a Job 
Interviews 

' PREPARATION AND MATERIALS ' 
Read material beforehand and re- 
call examples from own experience 
Have twa copies of observers!. 
Checklist for each student. < 
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I. Appearance 
' 1- Clothes 
2, Grooming 
J. Nofi-verbal behavior 

1. Punctuality 

2. Nervousness 

3. Body postur 

4. Gestures 
'5. Smoking and 

K. Being positive 

1 About yourself 
N 2. About otheri 
# L. Self Assessment 
, 1- Role play s 
*^a. interviewer 

b. intejrvi'ewee 

c. observer 
, 2; List of questions 

3. Checklist ' . ^ 

M. Pos.t Assessment „ ' 
l! t Intervijew-^n front Qf the group ° 
2. Questions 'from Joint Apprenticeship 

Committed • 
^•Giving positive feedback 



"JUL 
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TORM TRIADS 



Go through ^checklist to ensure 
^understanding. Choose best, 
working* grSups. Keep it moving 
by limiting- time for each- role 
play. Be willing to model pos- 
itive answers in interviewee's 

role. ^—Z^/^ 
'Ask for a volunteer, then allow 
him or her to select next inter- 
viewee. Suggest use of obser- 
ver's checklist, plus any other 
positive comments. Give feed- 
back from grdup ? and yourself, 
immediately after each interview. 
Invite 'interviewee to, share his 
or her feelings experienced fc 
during role play^ 



>11 Appropriate work habits and attitudes 
\A. Surviving on the job* 
1« Keeping informed 



B. Employer's expectations 

1. Being punctual and dependable 

2. Being honest 

3. Being loyal 

4. Being willing tp learn and able to 
& J 'take critiojsm' - J. ■ ' * • 




C. Expectatid^of TellDWr workers 

1. Proving >yqur l^mpetence^ \ 

2. Being reliabl'e and depentf^V- 

3. Being a 'learner , V 
4* Being enthusiastic and interested 

r 

5. Being^Jhonest;and loyal 

D. Proving your compet&nce tcyolir super- 
visor 

1 • High standard of work 

I t 

2. Keeping a wri tt^jrecord of your 
/.achievements f > s 

3/ Showfng initiative 1 ^ ^ 

4. Taking on responsibility 
/5. Asking for help 

Interference of personal habits 
.1 . Suhstance abuse 
2. Seeking help^; , m ' m +- 



ILS Survival Skills-Finding a Job 
-Appropriate Work Habits and 
Attitudes a 
BE A RESOURCE' \ . , 
Share personal experience with, 
indpfiduals^ Encourage students 
.to ask*any older people about- 
work habits and attitudes. Give 
time f$r~- sharing students/ 'find- } 
ings. 

Show relevance of previous mod- 
ules to both 2 and 3. Ask i'ndiv 
iduals what expectations a member 
of .'Survival- Skills class has. 



POSSIBLE * DISCUSSION 
Wh?tlidd>indivi;duals 4xpect of 
friepd^f wiat are peer group's, 
Xj^ltOdeV toward 4?; 
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Be sensitive to possibiHtykof 
substance abuse" affecti ng indent 
performance/ Learn physical in- 
dicators; hajte referral addresses 
available* 



F. Self Assessment 

G. Post Assessment 



SUGGESTED READINGS: \ * 

/■ 

Alberts R'.E. and Emmons, M. 
You r Perfect Right ' • 
Impact, 1974. 

Blicq, Ron 

On the Move^ Communication for Emplo yees 
Prentice^m, W6 



Bplles, RicnWN. 
The Three BoxesV f' Life 
Ten Speed Press, 1978 



Fast, Julius 
Bod y/language. 
Pocket Books, 1971 



Chapman, El wood N. 

Your Attitude is Showing: & Primer on Human 
Relations *7~. . 

Science Research Associates, 19%" 

Fbrd,*George A. . 
Planning- , your Future: A workbook for Personal ' 



Goal Setting _ 
University Associates, 1976 



McCay* Barnes T. 
The Management of ^Hme^ 
Prentice-Hall JT977 

• fa . • 

Nelson, Robert E. 
Decision Making 
Vision" Publishing, 1976 



V 



Pea Te, Norman V. 
The Power of Positive. Thinking 
Wentice^Hall, 1952. 



Check comprehension, 1 
TelT students to repeat reading 
^d doing Post Assessment until 
acceptable standard is reached. 
Discuss with individuals any 
disagreements over appropriate 
answers and be flexible. 
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. 4.6- Trade Math 

• • 






^INSTRUCTIONAL OUTCOMES: The'student wilt complete a diagnostic examination .to. 
determine hjs or her level of math competency, anctwill receive instruction in* 
, . . those afeas of mathematics in which he or she experiences difficulty. 


INTRbDDCTION: People in every apprenticeable occupation routjnely use mathematics 
c in their york. The skilled worker who can perform fast and accurate jnath cal- 
culations can work quicksand efficiently, * • * 


* • ^ 
\ PRESENTATION . * . ^ 


• 


. TEACHING OUTLINE * , - * 
, _ — 


' ♦ * " 

TEACHING METHODS AND AIDS 


'4.1 Math Diagnosis ■ 

^A. 'Used. to test skills* 

L Math diagnostic ^X3m, attached, 
or othfer suitable exam*, K 


Explain "placement ^xam" concept 
Administer exato ' 
Grade performance 


j i • . 

' 4.2 Math Remedial 

A. Used to upgrade skills 

1. Mbdujes,-as listed, improv^ 
! 4 performance levels, 

* * • ♦ 

,-■» . • c 


« 

Assist student to achieve* 
' jjkrformance level * - ' 

. at. 

4 ' 


! ' " w * - ' 


* • 
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, ILS Math— Linear Measurement 



• ILS 

\ 



ILS 



ILS 



Math— Whole Numbers 

Addition 

Subtraction 

Multiplication • ' 

Division 

t 

Math— Addition & Subtraction of 
common fractions and mixed numbers 

Math— Multiplication & Division of 
common fractions and whole anci mixed 
numbers 



ILS 
- ILS 
. ILS 

- ^ ILS 



Math— Compound numbers 
Math-— Percent 



Math— Ratio and Proportion 

* *: 
... k * * 

Math-Decimals 

Addition ' 

Subtraction ^ 

Multiplication 

_Div4sion 



.Its =: Math— Reci mete j»s A Areas a : nd Volumes 



ILS • Math— Circumference and Area of Circles 



• ILS 



Math— Areas *pf Pi ane**Fi.gures ,* Vol umes 
of Solid Figures . .* , 



•;ML$" Math-Metrics 
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4.0 -Trade Math Diagnosis 
Placement Test 



1. 



Name 
Dati" 



~ . P^gSg,*" tte start ° f «- ^ler to the ,etters A thro ugh 



5 




.0 to 




54 



J 



686 + 240 + 1,320 + 16 +400 = 



4ft - 16 .= 



V 



292 X 16 = 



pi 



180. t 5 ± 



> contractor buys 400 sacks of rock for three different jobs. On the first 
job' he uses 78 sacks; on the srecoed, 85 sacks; and on the third, 201 -sacks. 
How many sacks does he hqve left? . . & 



- 



if- 



A contractor's bid on a school building is* $78,265. When one wing'is 
omitted to cut -costs, he is able to cut his bid by $16,228. What isliis 
new figure? - L 
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'if-'"- . 



J3. 



It a bundle of rock lath weighs. 35 Tbs. and it is Rebnissible^to place. 700 
lbs. On any one area on a floor, ^how many bundles can be placed on any one 

\ 



If 5 lbs. of .putty..are required to install one 'light of glass, how.many 
lights, can be installed with 85 IBs.? ^ - • . \~ v 



m 



\ ' x - ■ : 

The jmprojier' fraction 48/32 expressed as a mixqd number is: 



The mixed^iumber 4 3/8 expressed as an improper fraction is: 



WhatMs the least common denominator for the following group of fractions: 
1/8, 1/2, 1/4, and 1/12? 
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What is the sum pf .the following fractions: 7/8, 3/4, and 9/16? 

o 

9 

If 3/4 is subtracted from 11/1.2,< the .differences' s: 



The sum of 1.5/8, 2 ll/64,*and 19 1/4 isr 



5. . ' 



' One* roof is 1/3 larger in area than another,. The smaller roof takes 24 . 
squares of roofing material. How many squares of roofing material will the 
' larger roof take? ft 



One-third of a^ box of glass is needed to glaze the north Elevation of a 
building; 2/3 of a box, is needed, to glaze ^the south elevation; 1/16 of a 
box is needed to glaze the east elevation; and 1/2 of o box is needed to 
glaze th£ west elevation. Uqw many boxes are needed to glaze all four 
elevations? 



4 * 

From a bundle containing 101 linear feet of molding, a cabinetmaker uses 
the following amounts: 11 1/3'/ 8 3/4', -12 1/8', and 9 5/8'/ How many 
linear feet of molding does he use in all ? 4 



6. 

The product of 1/2 X 7/8 is: 



The quotient of 1/4 * 1/3 is: 



i 

•If a roll of carftet weighs 467 1/2 lbs/and a.running foot of the carpet 
weighs 2 1/8 lbs-, how majiy running feet are in the roll? 



A piece of pipe must be cut* to 3/8 the length of another pipe, whfch'is 9' 
long. How long a piece must be cut? 



j Write each of the following as decimals, 

Seven tenths ■ % 

< Sixteen hundredths • 
Fifteen' thousandths 
Eleven ten-thousandths 

Two thousand one hundred fifty-two thousandths. 



Convert, each of the following -measurements to feet in ctecimals. 
4 1 6" * 

2' 4 1/4" - 



A house with ft a floor area of 1,860 sq. ft. is estimated to cost $18,042, 
What is the cost per square foot? 



A stack of plastic sheets measures 2.28" thick, and it is known that the 
sheets average 0.06" in thickness; How many sheets are in the stack? • 



8. 



The labor cost for the" concrete work for a house°was $248. ' The material 
cost $210. What percent of. the total cost of the concrete work was for 
material? ? v 
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fej^ An architect indicates a 1/8" = TO" scale in the drawing of a swimming 

pool. What is this scale expressed as a ratio? 



On a tile job in which fireclay is. to be used, *a tilesetter tells his 
helper to mix mprtar. according to the following .formula: 6 buckets' of 
river sand, 1 bucket of fireclay, and 2 buckets of cement. What is the 
ratio of sand to fireclay in the^mixture? 



Divide 19' 2" by 3' 10". 



-f v -How many--pjeces of 2' 3" -wide gypsum lath will be needed to cover a wall 
-/ 48' 6" longr^ 



10. 

What is the perimeter of a, room 20' wide and 30' long?' 



What is the area, in square feet, of a floor 42.' by 42'? 



How many cubic yards of dirt have been removed for the basement and foundations 
of a house if the excavation is 35' long, 35' wide, and averages 5' 'deep?- 



The, area of a circular putting green with a' radius of 17' is how many 
•square feet? • 



What is the ajrea of a circular floor with a diameter of 10' 6", to the 
nearest square foot? . 



What is the area, in square inches, of an acute triangle with a base of 
8,1/2' and an altitude of 11 1/4"? 



What is the, area in square feel, of the floor shown below? 



How many cubic yards of , concrete will be needed for the foimdation^walls 

and footings in the plan below if the walls are 6" thick and 18" deep, and 

if the footings (shown'in dotted lines) will require 2 5/27 cu. yd. of concrete? 



1. 6 

2. 6 2/3 



3. 7 

4. 7 1/6 



1 1 'O" 



O 

I 



9'0" 



CO 



What -is the. total area, in square feet, of the exterior wajl and gable 
shown- below, excluding window areas? 




o 







* \ 






1 






30" 






o 
cn 




3'6 M 


h t H 


3'6" 




I 


« 20*0" 





11. 



Metrics 



3 inches 
5.4 inches 
7 feet^ 
3.2 feet 
6:5 yards 
15.3 m 

4 * 

12.7 cm 

50.8 mm 



cm 



cm 



m 



inches 
inches 
inches 
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5.0 Physical Requiremefits/Parts Counter 



, INSTRUCTIONAL OUTCOMES: The studeat will demonstrate knowledge of physical 
requirements of the trade and the processes pf physical -development. 



.INTRODUCTION: . The trade requires certain physical skills and abilities of the ^ 
'* worker. It is necessary that the student, be aware of the physical demands of. 
the trade and understand factors of physical development. 



'PRESENTATION 



TEACHING 'OUTLINE 



TEACHING METHODS AND AIDS v 





^5 r 


o « , 


5.1. 


Physical Requiremeqts 


* 


A. 


Strength v . • ^ x 


On-site visit or classroom 




1„ Lifting. % ' 


simulation. 




a. paints weighing 20 to 125 lbs. 


A, Demonstrate 




2. Carrying . * 


• B, Lead 4 discussidn or question 




a- *parts/stocfc weighing 20 to 50 lt}s*. 


on job site 

> 




.3- * Pushing-. ; * 


C. . Dtsguss proper .technique 




a.* hand carts/trucks* 


D. Administer work sheet 




4* Pulling. % 


o 




« a* hand carts/trucksi ' , • 

* 


0 




Balance- • 


g 




1. Cliotoing. >, ' , ^ 






a-, ladders. 

»."»■■' ' ♦ 


■ 
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2.. Balancing. ♦ 

a. -storing/retrieving stock while on 
1 adders . 

C. Body Dexterity . 
\ 1. .Stooping* 4 

a. storing/retrieving from low 
shelves. 

2. Kneeling. 

a. inventory of low shelves. 

3. Crouching. 

a. finding parts at low levels. 
,4. Standing. 

^. while at counter. 

5. Sitting 1 (optional)! 

a. on phone, at. catalogs. 

6. Walking. . . L 



a. storing/retrieving 'stock. 



D; Manual Dexterity 

1. Reaching above sWulder. 

a. storing/retrieving stock on upper 
. shelves. 

2. Reaching below shoulder. 

a. storing/retrieveing stock from 
lower shelves. 
- 3. Handling. 

a. grasping parts. 
4. Fingering; . r * 
a. holding; "counting small parts! 
. 5. Feeling/ 

a. wear on old parts. 



E/ Talking 

I,,, Normal conversation, 



F, Hearing ^. f # 

1/ Normal communication. 

• * 
6. Vision 

k Normal vision. > 

a. moving about shop. 

2. -Acuity near. 

a. reading part identification 4 
numbers. 

3. Depth perception. 

% a. climbing ladders. 

4. Color vision. 

a. color coded parts. 

H. Coordination 

!• Hand-arm. t * 

a. reaching and grasping stock from 
shelves. 
2.. Eye-hand-foot. • 

a. storing/retrieving stock while on 
bladder. * " - 



/ 
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^PHYSICAL ACTIVITIES PRESENT IN THE TRADE: REQUIREMENTS (to be completed by student) 



l STRENGTH . 
L1ft1np 


Weight 


Frequency 


BODY DEXTERITY * 
Stooping 


Degree 

of 
Activ. 


Fre- 
quency 


MANUAL DEXTERITY 
1teachincj-abovy shoulder 


Degree 
of . 
Activ. 


Fre- 
quen- 
cy 














Carrying 




V 


Kneeling 






* * 

v Reaching-below shoulder 






Pushing 






— r — - — ■ — ■ — . — ■ 1 

Crouching 






HanHI -inn / 




* 


i * 

Pulllna 




> 


Crawl inq 






Fingering 


L, 


i 


. BALANCE. 
P Climbing 

r— 


Need. 


Frequency 


Standing 


V 


- 


■^^^Ea^l ina 






Sitting 




* 


TALKING (speech) 




Fre- 
}uenc 






* Walkina 

jl <U I l\ 1 MM 






I : Bjalandnq ' 




- 


HEARING * 


Acuity 


Rang? 


Reclining 






r VISION 

ft- y 
|^ Normal vision 


Need 


Frequency / 


■VISION. (Cont'd) 


/• 




COORDINATION . * ' 

: * * • 

Hand-arm 


Degree 


: re- 
tjuenc 

j 


|^^touity-n^ar 






Color vision 






Fotft-leg , 


,v 




^f#uity-far 






Fiel^d of vision 






Eye-Hand- Foot * 


* • 

* 




Jl^pepth perception 


* 




• 






&r > • . > * 

»v v .. r / 

ft 2 ?' ' ■ 

|>, v /. • ■ ' 166 

"-. • •'■ : . > - 

jERICl.: : •: •/ .... . *" ' • ' ' 



^.2 individual Developmental Processes 
A* Maturation 



] 1. Ca(us§s physical changes in height and 
body -proportion, 
2. Causes emotional changes* 1 
3.. A gradual process . 
4*' Fluctuafc^s from person to person. 

B.^ Nutrition , ' ' 

1. .Vital to normal growth- and devqlep-~ 
ment. * ^ 

m 2. Essential food groups. 

a. dairy prqductJR, # , 

meat. V 
c. • vegetables and fruits. 
* d.' bread and cereals. 

-Personal Care and Exercise - ^ 
* * * 
1. Gdod grooming habits. 

% Sufficient sleep and relaxation. 

" . "a. fatigue* increases chances for 

accidents. - • ~> 

1 Hobbies. * 

a., source of Relaxation, help to 

maintain good, attitude. ***' 

v 

4. Daily exercise. ■ ' * 

♦» 

a. stimulates interest. . ' - 

b* relieves stress. 



Dv Substance Abuse*" 



r 



1. Marijuana . ^ „ 

*^a. affects nervous systqpiT/. • * 

b. affects thinking, judgment and' 
coordination. 

c. long-term effects unknown 



IIS Physical Development 
^Explanation and Discussion 
[ Invite SpepiaUst. 



R 7 



. 2. LSD.& • 1 _ 


1 <N 


• a. * affects chtmtcal level in brain, 


• * € 


b. produces bizarre. meotaJ reactions* 


; 


*• 3. Barbiturates. 


a. one of most- commonly abused drugs. 




. < " b. slow responses./ 




c, physically adatcting. 




} 1 d. "long-term use causes personality 


1 


x ■ • disorders.. 




4. Amphetamines. 


• 


a. affect central nervous system. 




b. commonly abused. 




, . . ' 1 c^ cau?^ psychological dependence* 




d. dull ^notions and. impair ability 




*/ to make decisions. 




5. Alcohol. ^ 1 


* * • 


a. psychologically addicting. * 

< ** 1 


» • t 


E.- Meeting Varjbus Trade Requirements 




Recognize and* prepare/* 


On-jx)b-site visitations and 


a. natural matiiratton processes flay 


consultation with occupational' 


play role. , 


therapist 


»' • * ■ 

, b. exercise will play role* 




** ••*",'* », * 




, ■* » 

» * * « 

' • ""-V -41- 


» * 






A,* •■ * • 

r * • 


* 

• * - 






• • 





** 



ft?" - * • 



— * 
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6.0 Safety 



s 



INSTRUCTIONAL OUTCOMES: The student will be^rile to identify those hazards, acts 
and conditions which affect safety on the idb and will be. able to identify ways 
to avoid or correct them. (' . 



INTRODUCTION: A good worker is a safe worker; injury affects? production, as wel 
as the ability of a. person to earn a living. 



us* 



PRESENTATION 



TEACHING OUTLINE 



TEACHING METHODS AND AIDS 



5f> 



6.1 General Safety 
" * A. Average— over 14,000 employees killed 
each of past several- years. 
-l;.; r Frpm 1-960 to 1970 over 150,000 fatal- 
ities. 

2. tost, excluding property damage, 
„■ ... » -$11.5.4)11 11on^*( J - 

♦ 3. 50 million employee d^ys lost >n 
1972. : ^* • - 

- B. Accidents , r~ 
, ^ 1. An unplanned and unforeseen occur- 
rence that interferes with or inter- 
rupts orderly progress of activity,. 



t 



Explain, Discuss and Demonstrate 

; Where Appropriate. 

/ 

ILS General Safety 
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.2^ Should be analyzed to determine why 
and how happened. *s/ 
a. unsafe conditiofjs^poor or defeo 

tive equipment, poar*housekeepr 
■ *1ng, inadequate lighting. 
,b. unsafe acts; loose-fitting cloth- 
ing; horseplay, removing guards. 

C. OSHA 

1. ; Williams-Steiger .Occupational Safety 
and Health Act, 1970 x . 



2* Requires employers to Rrovide safe 
conditions. 

3. Reqtffcjr^l^inpVoyees to comply. 

4. Covers about 60-mi 11 ion. people; 
excludes federal employees. 



• 6,2 Personal Safety a * 

A* Safety Consciousness 

1^ Be aware of good safety practices-, 
a., learn the rules. 

B. Safety Awareness * ; . ■* 
1. Put safety consciousness ta'use. 

a. obey the rules. 

o ' m 

v - . » 

C. Head Protection . 

1. 130,000 head injuries in 1976. 
2; Wear clean, adjustable hard .hat. 

<i$^Dl Eye and Face Protection ; 

1.: -1,000 eye injuries each day. 
. 2. Wear safety glasses, goggles, masks; 
• shields if near harsh chemicals. 
3U Wear safety glasses- under shields. 



ILS Occupational Safety- 
Personal Safety 



/ 



■ w 

E. Hearing Protection 

1. Ear inserts lower high frequency. 

2. Ear muffs lower low' frequency. • 

F. Lung. Protection 

.- 

1: Mechanical filters protect * against 
non-toxic dust. 

^2. Chemical -cartridge 'types protect 

^ i j£_ 

agarmst Tow concentration of somp 
vapors. 

f 3. Gas masks ^protect against organic 
vapers and toxic gases for limited 
time. : * > 

4. Suppiied-air respirators protect 
> aga.inst high. concentrations of gases 
; and fumes. * f * « 

s ^5. Self-contained breathjng:_apparatus 

protects against high concentrations^ 
of gases, vapors, dusts, etc. 

6. Air line respirators protect against 
high concentrations of dusts, fumes,, 
mists, and low concentrations of 
gases; 

7. Select proper one for each job. 

G. Hand <Protejction 

1. Average of over 1,300 disabling hand 
and finger injuries each day in 1976; 
" 2. Glpve?, 

a. asbestos prote^s_ag^sJt_thenna-V 
~~ '"~ ^urns^hot or cold. 
v b. >metal mesh protects against cuts- 

and sharp 'objects/ 
"c. rubber protects against electriV 
. /-cat antf; chpmic§ff burns. , 





. : ^ 






d. neoprer\e °and vinyl protect againsl 






chemicals. 


- • 




e. leather protects against rough 






objects, he*t and^ sparks. . ^ 


< 




f. fabric protects against dirt, 


* -> 


abrasions, slivers. 






g. coated fabrics protect against 


- 




chemicals. 






o. creams aiso used. 




H. 


♦ 

Foot Protection 






1. Over 200,000 disabling 9 foot and toe 






injuries each year. * 






2. Wear leather steel-toed' safety shoes 






or boots. 






Fire Types. and Prevention 


ILS Fire Types and Prevention 


A. 


Fire Types*. ? • * , 






1". "Class A" of wood, cloth, paper. 






2. "ClasSB" of Liquids and gases, paint, 


- 




Vgrease. ♦ . . 






3. "Class C M of energized electrical N 






equipment. 




• 


*t. uiass u ot metais or metallic ousts. 


v • > 


B. 


Methods of Extinguishing 






AbsoVb heat—add water. 


•< 




2. 'Smother—add dry chemicals* foam. 




- 


* *3 Rppywo "Fitol —•.chut* n-f-f cimnlw 
o* i\ciiiuvq 1 lie l — "oilUt OTT Supply* 




. c: 


Fighting Classes of Fires - 


« j 




1. Class A . .* • 


. . * / . * 


< 

• 


ar water to cool heat. 

• > 

* » ■* * » 

- '*** ' • 


* • 


m 

V 


• . '• .'. . • "72. 

• * 





C0 2> powder to smother fire. 



2. Class B 
a. 

3. Class C. . . 

a. non-conducting agent. 

b. attempt to de-energize* 

4. Class D. 
a. special, extinguishing agent for 



*6V4 

© 

A. 



types of metals. 



Hygiene Safety 

Exposure to Toxic Materials * 

1. Can. create health hazards. 

2. Internal exposure. 

a. breathing contaminants'. 

b. swallowing contaminants. 

c. absbrptiori 4 througfTskin. 

3. External exposure. ' ; 
a. contact with skin. 

v " *b. can affect senses. 

Noise Pollution 

1. Measured -in, decibels. * \ 

2. ^ Can affect hearing 'over period of 

time. # ; m 

3* Affects other parts of body. 

changes size of blood vessels, 
makes heart work faster, 
produces headaches, 
negatively affects nerves, 
decreases powers of judgment. 



a. 



b. 
c. 



•a 





C. Airborne Contaminants 

1. Dusts; partioles generated mechani- 
. ' caliy. 

a. can affect skin, eyes, lungs. 

2. Fumes j solid particles of condensa- 
tion .process. ■ 

#a. common fumes caused by oxidation 
of metal . * ' 

3. Mists; particles of liquids or 
liquids and so>ids. 

4. Gases; low density, change to liquids 
or solids. 

5. " Vapors; gases normally in solid or 

liquid staVe at room temperature. 

6. Contaminants may affect body in* four 
ways. 

a* as /irritants t6*Tungs. 
.b. as. asphyxiants, prevent blood 
from oormal transfer of oxygen* 

c. as anesthetics or narcotics,, 
cause drowsiness and nausea. 

d. . as systemic, poisons, attack -vital 

organs. 



- 6*5 Hand Tool Safety . • • #. 

A. Hammers , # 

1. Face should be 3/8" larger in dia- 
meter than object. 

2. -St.rilce object squarely* and flatly. 

3. Replace damaged handles before use. 

4. Don !t strike wood- or plastic- 

• v. t 

> handled chisels. 

5i Don't pound with cheek (side)' of 
hanmer. 




6*o Don't pourjd sharp objects with mallets 

Chisels, Punches, Nail^ets- 

1. Be sure tools are ground at proper 
angles* 

*2. Remove mushroomed heads, 
3. Hold tools with tongs if being struck 
by another worker. 

C. Screwdrivers 

^1. Select correct size and tip style. 

2. Don't pound on screwdrivers. 

3. Don't put hands and fingers under 
work. 

4. Don't use screwdrivers to pry. x 
5* Use appropriate wrench on square- 
shank screwdriver. 

6. .Use magnetized screwdriver to start 

screws in awkward places. 

7. Use non-sparking screwdrivers- if 
wedrking near explosive hazard. 

8. Use insulated screwdrivers when work- 
ing, on electrical devices. 

. ' 9. Don't use screwdriver fpr electrical 
' ' testing. 

.D. Wrenches 

1. Select correct type for job. 

2. ' Select conrect size for snug fit. * 

3. Don't use cheater bars. 
4^ When using adjustable wrenches, always 

pull, always against fixed jaw. 

5. Be sure wrench fits squarely, not 
*ti.lted. 

* 6. Don't pound with a wrench. 




7. Use penetrating oil on "frozen" 
objects . 



Pliers *. ■ 

1. Select correct size and type. 

2. Don't uie cheater. 

3. Excessive heat will draw temper from 
metal V 

4. Don't pqunrt with pliers. 

5. Cutting pliers. 

a. cut at rfcjht angle to wire, 
•b. point open side dowfi so cut end 
will not fly out. 

6. Use pliers with high dielectric insul 
ation when working on electrical 
devices. 

7. Keep jaws clean. 

Vises * * 

l„&Hork as close to vise as possible. 
2. Clamp objects in middle of jaws. ^ 
3> Don't ^use cheater bar. 
-4. Use adequate-sized vise. 
5..-, Support far end(s) of long work to 
avoid putting excess strain on vise. 

Clamping Tools -\ 

l 9 Select correct size and type. 

2, ' Keep moving parts clean and lfghtly-. 

oiled. # • \ % 
3* Don't over-tighten. 

4. Don't use cheater. 

5. Don't use for hoisting materials. 



X 



H. 



I. 



Saws. 

1. Select correct size' and type. 

2. Maintain sharpness. 
\3. 9 Check material "before sewing. 
4. USe sawhorse or bench, hot knee, when' 

sawing. 

' 5. Make sure handle is clean and. tight. 
♦6. Be* aware of hand, finger and leg post 
tion before sawing. f 

7. Hacksaw teeth should point away from 
Handle to saw on push stroke. 

8. We^r gloves when saw\ngjr^tal . 



Snips, Shears 

X. Select correct size and type. 
2* Keep blades sharp. 
3^ Do not cut pij&e. . * 

4*\ Use onlyhand pressure. 
5, Wear. gloves. • ^ 



J. 



Files* Rasps 

-1. Select proper size'and type** 

2. Dph't use wood file or rasp on metal 

^3. Cut on forward stroke. *" * 

, 4. <Keep teeth clean. 

5. Use proper sized handles, • - 

6. 



use to pry. 



*6*6 Power Tools 
A* Circular Saws 

1. Operatq only with fixed guard on* upper 
half of blade and flexible guard- on. 
lower, half ; *don't tamper with guards. 




77 




J 



2. Blade should clear material by maxi- 
mum 1/8". - 
3: Operate by not forcing; forward 
motion only. • . .. 

4. Check material for nails, grit, , etc.; 
support material so it' doesn't bind. 
Allow blade' to come to full speed 
bef orekaitti ng prevents kickback. 
Make sure lower guard has returned 
before settijft down. ; 

> - 7. Clean sawdust from lower guard often. 

'B. 'Sabre'S'aws * " 

1..' Seject' proper blade for jmaterial . 

2. fejd blade slowly. 

3. How saw base against material > 

C. Pneumatic Tools/ * , * • 

\°. , Secure all hoses. 
.2. Clean with, compressed 'ajr only if 

Vess than «30 PSI with 'guard. 
.3._ . Hosasjovjer i/2" diameter must have . 
safety/ val ve at source. 
• , 4. Hos(gr couplings must have safety con- 
nection., 0 

5. Nailers should havfe device to* prevent 
ejecting.. when- not ip contact wi'th* - 

work. ' - N 

*" ' • J ' '. ■ 

6. Point tools*toward floor when carry- 

• . t .' • 

ingr - 



-7. Shut-down, turn off air supply, bleed 

8. -Jrfear safety, equipment, goggles,* 
shields, etc-. . v \ ' t 



Hydraulic Power Tools 

1. huid used. must be fire-resistant arfd 

f * * approved by U.S. Bureau of Mi\pes. 

• * 

2. Don't exceed manufacturer's ^pressure 

_ • * i 

reconiriendatiohsL. . 

3. Don't, touch stream -or \ i uao f rom leak. 

Sompiresso'rs* ^ >-A " ° _ * 

1. * Storage, tanks must be approved, by 

.American' Society of Mechanical 
Engineers .< 

2. Draito* condensed water daily. 
3* Tanks must have safety relief valve: 

4. Pressure 7 gauge must be maintained ° 1 
accurately. . ' 

Powder-Actuated tools,. \ ' 
1; Test before loading each- day. m 

2. Load just before using. 

3. Wear hearing.; eye protection.^ 

4. Don r t poi anyone; 'keep hands 
"* away 'from Barrel end. 

Leave protective guards in place. < 

6. '* Must, have safety device jxr prevent * 

'accidental firing, artd to prevent 
- firing if„tilWd; 

7. bon'^operSte near combustion hazard, 

8. Should only be opened by ,traj-ned and 
cjiialified personnel*^ „ - 
Return tool to "case^feer use. 

10. Don't drive Tasi^ne«Mt;a extremely 
hard or -brittle materials. ^ 



) ' * • . 7.0 First Add . 


^ JNSTRUwIONAL OUTCOMES: The sjtudent will successfully complete an eight-hour 

multi-medi£..-Mrst aid class, .faught fry a qualified instructor,, and will obtain a- 
First Aid Card. J * 

* • 
* 


• , INTRODUCTION: Persons employed in any occupation, especially those occupations ,* 
which deal with power and-hand tools, Encounter situations when first aid may be. 
necessary to prevent an injury from* becoming more serous. A first aid course, 
x successfully completed, prepares individuals to cope with mapy of .those situations. 

• - • 
• 

9 * * ^ • 


t 

• • 

• 'PRESENTATION ' J 

' <? ■ , 


c- . 


« 

• -TEACHING OUTLINE 

• 


TEACHING METHODS AND AIDS 


« . 7.1 f First Aid * / 

», • 


Administer course 


A. Eight-hour multi -media course, or 


» 


/ ^. J equivalent, offered by: 


t r 


1. Red Cross 




- | £. . MedicaV Services, Inc. 
- x 3. Police Department 






' ' * 4. Fire Department 




*5. Other service gnd health 




; 1 • organizations. 

\ v c * 


• 


* * * 

• • 

• 

• - . .J 


* 

i 

• * •* 

"* 

f " , \ , . 

f ft 
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8-0 Merchandising and Sales/Parts Counterperson 



INSTRUCTIONAL OUTCOMES i Ttie student will be able to identify the'concepts and. . 
,£teps iri dealing ef f ecttvei^ wi th a seller-buyer relationship. 



INTRODUCTION: The skiTled worker has more than a thorough familiarity with tools 
and equipment; he or she also is skilled in human relations.*' 



is 



PRESENTATION 



TEACHING. OUTLINE 



TEACHING METHODS AND AIDS 



8*1 Customer Relations • 
' A; Customers and Prospective Customers, Basic 
, Concepts . *jr 

1. Recognize the customers 1 heeds. 
ZJ Each customer has buying power. 

3. Custdhiers have an in^iyidual right to 

choose where and what to buy.,, 
* . 

4. .Skilled workers, recognize the .oppor- 
tunity to serve* 

5. Customers talk to others about'you; 
• customers may influence others. 

, 6. *Your' v attftude affects the customer. 
7. Most of your customers also serve 
their owjrucust'omers. b 



Explain *and Discuss 

Counterman's Handbook 
.op.cit. pp. 59-65 * 
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8. Always exhibit sincerity and honesty* 
9., Friendliness, over-the-coiinter and'on 
the telephone, helps ^iuild customers 
and makes your job easier. 
10. Good customer relations begin with 
finding out what the customer* needs, 
meeting that need and expanding -on it 
^ to build your relationship and service 
^ to the customer. ^ . * . 

B-. Customer Expectations 
1. Rrompt service % 

a. oVer-the-couriter. 
' b. over telephone. 

2>. Expert advice 
t>' a. customers rely on receiving cor- 
rect information. 

b. customers need related items.* 
Reasonable prices V 
a. established prices. 

proper discount. \ 
charging correct prices. 
part numbers, quantities, unit 
*pfices. * 

e. correct charges and^refunds. 

f. stock availability. w< 

g. courtesy and interest 

(1) ordinary courtesies, "thank 
you," cheerful- greeting. 

(2) keep^^ 

(3) enttusftaSf 



5? ' 



(4) pleasantness. 
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Customer Buying Habits- 
I.. Annoyiwj experience vs. a pleasrfht 

experience. 
2. Pleasant experiences lead to repeat 
'/ buying . # * ' - . 

* 3. Developing** good xrutomer buying habits. 

a. /special services, delivery, pickup, 
•and machine shdp service. 
. . . # b. techpical advice\and parts know- 
\ -ledge. ■ u * - 

c. courtepus treatments ; 
/ ft 'credit policies* 

e\ ( large, balanced stock, 
f. good* salesmanship. 

* - ; g^ convenience-- 

h. customer relations. 

D.~ Sellirf^Yoiir House and its Services ' 7 - 
1. Pevelojvkhowle'dae about ^he store's 
^services, parts and prices, 
-r, 2. , l&ow items and where to find them. * 
3* .learn hoW to use the catalogs. - * 
4.^ Ifyove stack, arrarigements^and prices. 
' -a. " deliy^-dates. and. schedules, 
credit. policies' and" tferms. 
c. v jfcepair s^nncps; v ^ 
^ " 5 ^ . Know $he-peb$ e '{^stftiief s )7 ~ ^ 
A \a. ^customer^ ar£^ indjviduals. a < 
: b." le%rn names;of customer^ and 
%• sf importance t)f r.emenber.ing them, . 
c v O^spect i nd^vidiial differences 



«5 <*• " 



< V 



Sir 
_» J 




\ 
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E. Talking with Customers and Prospects, 

k Exhibit patience*inJ4stening and try- 
ing to understand; * — 

2. Explain why some customers 1 requests 
are unreasonable or cftn't be met. 

3. Explain credit services and credit 
extension. ' ' ' " 

4. Explain pick-up and^delivery schedules 
hoy* the schedules can help customer or 

' prospect. 

5. Stock. 

a. availability and .special order 
handling. 

6. Prices and discounts. - # 

a. explain policies carefully. 
7 C Explain advantages of special tools 
s and guarantees. 



8- 



^Related items. 



~ What to -do when things go wrong 
1. Treat every complaint as though it 

were very- important. 
2* \hov4 genuine understanding. 
: 3> Listen attentively. _ . • 
'4. Get all the facts. 
. " S.^Ayoid ^isagreefnept^. " <t 
^ s> ^a.„ don't argueP. 
£. Be 'pati^at and vffiendly;^ & 
7. Know, merchandise warranties. 
'8. Adtoit mistakes. * t w - - 

. G. Understanding Prospects and Customers 

1. Th£ mo^e yptj\ learn about your custom- 



♦ * ,ers ancl use. that knowledge in a' 
\ 4 friendly v*ay, the easier your job 
- \ c becomes/ . 



felt 



2. Things that cause people to act the 
0 way^they do at certain times. 

a. physical condition and state of 
health. 

b. past experiences. 

c. opinions, attitudes, beliefs, 
•d*, intelligence, and emotional control 
e. feelings and mobd. ' • ' * 

3. - Even though ^customers are different; 

a. they tend to act favorably when 
shown warmth, friendliness, sin- 
cerity. > 
i>. most of customers* want to do a 

good job. * . . 

c. like work to be appreciated, 
.u,. d. want a freedom of choice. 

e. need physical , mental and financial 
' security . 

4. "Images" 1 \ 

a.\ customers have certain ideas about 
themselves and. about you. 
* *b. allow customers cer.tairi freedoms.. 
/9 {\) "bossy" —show a willingness, to 
take orders from then. ,% ; 

(2) guide customers that seem , 1 
unsure" of themselves - 

(3) be a good listener. - A - - 



,H. Attitudes- T 
f ■ 1. Altitudes ate apparent to others by 
your actions, 
a. what you do. and 'say. 
2. fittitudes can build up or tear down 
/iipages customer has of you.' 



\ 



\ 



0 • - 
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3." Atti tildes can be developed* 
a, attitudes can be changed, 

(1.) to be aWare of changes you need 
to be 'conscious of feelings, 
habits and behavior. 
b • (2) good attitudes to develop 

pleasant relations with custom 
£rs. 

(a) ybur job is to provide 

good service, 
.(b). serving customers is a 
y team effort— other em- 
» * * . ploypes my be involved. 

(c) - accept people as thef are 

(d) a satisfied customer is 
^ ustjally a happy customer. 

(e) your work is. important. 
f (f) be flexible. 



8.2 Salesmanship. 
A. Principles or .Steps in Selling 

L Gain the attention of prospective 
buyer/ . 

'fVa. make statement or ask' question^ 
b. displays. 
\ 2. Create interest in products or services 

a. find customers' needs. 
3. Conviction. • » ■. ' 

\> a. convince self of benefits. 

b. cotfvi nee customer of benefits. \ 
.4; — Increase desire. • • "* 

ti [ a. explain yotlr firm's credit policy, 
P*(£HcieSf on returns ajrid warranty - 
• ' adjustment^/ ' 
. . b. \ show readiness to. sjerve. * 



Counte^rman's Handbook 
op.cit. pp. 67V72 * 
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7 : 

5.. Actipn. 

.a/ ask for the order in a way that 
/ the customer cannot answer in a . 
/ "yes" or "no," 

b! ask for order in a positive way. , 
c. timing is a-11 important;] avoid 
being pushy. \J 
, d. ask positive questions with alter- 
natives; you can find put quickly 
how well prospect has been s$ 

Alternatives 
1- Make sure your prospect fjas the power 
. * to purchase. 

2. Steps such as. "attention" and "inter- 
est" may be combined. 

3. Steps caiv be eliminated when r the pro- 
. spect indicates at any point a readi- 

ness'to buy. 

4. " Steps need not'b'e. taken in order.. 

"Conviction" can be combined with- 
"action" or interest step. ' „ ' 
5^., 'Knovvthe products you are trying' to 
^eTl;. refer to catalogs. 

Tools of tha Salesperson 
I. 'Get s.tarted^ right (the first hello). 
• 4 a. - greet customers at counter right 
away, even though you may not* be 
V able" to serve them immediately; 

recognition of^arrival is impor- 
i * tant. • * : 



85 



'V 87 



L • - • j 



Listening. * 

a. give the customer your undivided 
attention; try to sense hesitancy, 
impatience, helplessness or inde- 
pendence. 

b. ask questions*" avoid judging 1 
"cheap 11 , "arrogant", "sloppy." 

c. avoid reference or thought about' 
customers' nationality, Religion,' 
race, or color. ^ 

d; write notes as you listen.. 
A$k questions'. 

a. be accurate and obtain complete 
•f information '(make, mode, year, 

component nianber, etc.). ^ k 

b. ask about the nature of customers 1 
problem. 

(if what does the customer really 
want? What ,are customers 1 
present and fu^yre needs? * 
Suggest the. right part^ i 

a. consider availability." f 

b. is the part all that's necessary 
to do the' job? Point out. the- 
benefits of* having related items* 4 " 
saving time, better worknfenship, 
more profit. * . ■ * • \ 

Don't oversell* 

a. dbft*t influence customer to buy 
costly, unaffordable, unnecessary 
■ equipment. ' * ' 

Substitution. . % • * 

a. if req'uest is not in stock, look, 
up interchangeable and subltitu$e. ..." 
itafts; ask' if tbe'y are" acceptable. 



D. Sales Attitujes 
+ 1. , Attituxiep. 

fc a, your behavior shows your customer 
what your attitudes are* 
2* Memory, 

, a. associate service jobs with parts 
and supplies by using related 
setting manuals. 
b. % associate customer's;. name with 
♦ ', commonplace things when possible. 



b, 
c. 



Telephone Selling 
1. Telephone. 

a. answer the. phone quickly; 

unanswered phone will lose a sale, 
identify yourself, 
ask questions to obtain accurate 
agd complete information. . 
cjj^eck \he availability before' 
premising delivery.* 
e. suggest related items that may be 

Heeded. ' 
f$ # advise customer or special prices 

or discounts . 
g. quote only list price when in 
doubt aobut the caller's identity 
or customer classification, 
thank the customeV*for order. 



fi: 



* 2-._ JCountef* service. . , 

. * a. try to determine* how patient the 
. r 'customer at the counter is. ? 
b. always £xcus6 yourself to -the cdun 
^ 4 . tfer trade before answering phone. ^ 
— c; . make -any telgpmne conversations 
) brief as possible. 4 

I ' v k 



**%\ make notes. 

e. if you receive a second call ask\ 
fQr help. 

f. ^ when you finish with phone, thank 

the counter customer, for waiting. 


/ . " 

t 
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9.0 Store Operations 



JW^RUCHONAL OUTCOMES: The student will be aMjewto identify common materials, 
forms and. lists used in basic operations of parts stores' and outlets. 

I \ r. 



INTRODUCTION: The skilled worker has a \iandle" on the store operations and can 
'jjrkter stand the. importance and interdependence of each. * - ' 



PRESENTATION 



TEACHING OUTLINE 



TEACHING METHODS AND AIDS 



" 0 : 
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9.1 
A. 



Catalogs 

The parts service industry makes* use of 
catalogs. 

i* Are the prime source oAiriformaj;ion 
for ^purrter trade, telephone s ^ es » 
a> ^Butsicfe salesperson . 
"2/ Must be up-to-date, properly indexed. 

complete and ipasy to. read. 
3*' Are .reference guides and selling aids. 
4.. Help -to identify parts. 
5^ Often .contain hyits fbr replacements 
^ or repair. .-• \ 

6., Give* information about substitution/ 
7. : Give prices, costs and availability. 



Explain arljd Discuss 

\ 

% \ 

Counterman's Handbook 
op.cit. pp. ^25-52 
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«*" » . - » — 

B< Ca-ta'log Set-up * " r « 
. ' . 1. < Indexing .» .i , 

a., four methods* - * 
•a b. method used depends on various 
^factors, such as'size'of store,* 
< - history of operation, number and 
variety of "tones- carrie>d/sales 
f , / x policies . > 
- 2\ Methods alphabetical*. . - 

't a. manufacturer's* name. . 
'b. ' product tradfe name*. . 

c. product common ^name. » . 

d. Weatherly Index--numericaT t ^ 
3. Other catalog types. 

a. popularity guides.' . 
a # (1); useful in ordering" quantities 
• * . for "initial stock. 

b. 'comparative catcflog^.* *• 
(1) show manufacturer's part num- 

* ber and comparable* part made 
by different manfifa cturers. 

c. supplemental pages and revision. 

(1) ' indicate'changes or\new parts. 
4* Manufacturer's catalogs vary as to 

^layout and* notations. 

front pages devoted to' explaining 
\ how it's used. 

listings often .printed very close 
together to conserye space, 
fl) coiranori error made tin catalog 

4 

use rs cross-reading.or incor- 
rect reading. • 

(2) keep note pad -handy; write , 
dowijKnumbers. 

. i 



\ 
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* Interchahgeability^ 1 „ , 

: 2r \ ' % n»st manufacturers place lists 
>y . . p'e§r4>f catalogs . 
a* , (1) become e awa^ of .interchange 

• Tists. , m 

6. Sagplemepts .and revisions.' • > ' 
' « a. * arrtve continuously from manu- 

facturer. 

• * W f11e suppl.ements.-and begin 

# , * using .irjjnediately. 
^ b.-^upp-lementsVare 'issued for price 

lists. ,*.\,-"" 

y/: ' ^atch for "effective <da£es J'. 

? * J(^y 1an-in supplements .if required 
. V oper^lon of firm* v 

7. Price iftets. 
. t • • a; . correct use- of price lists is 

-. • •** important. 

\«* 0) a-lways loo,k up price. 
^ , ,.^2) use proper, price sheet for 
r *.\ customer classification. 

'(3,) price lists are confidential ; 
v f k b. .contain. 

(10 suggested list price. * 
* (2) resale .price*. ■ 

(3^ dealer's net price. 
; (4) manufacturer's part number, 
c;^ dealer's pr^ce sheet categories 

(1) code indicates price change, 
, shipping point, new item. 

(2) trade price. 

(3) list price. 

(4) dealer net. . 

(5) part numbers and names. 



m\.\. . 



\ 
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9.2 

a; 



Records . ■ 

Papef* Records / • • • 

vl. rKeep^, track of business doals, custom 

ers, supplies, shippers, -paper records. 
. 2/ Are^ important to daily business, future 
planning; good record keeping and gopd 
customer relations. 
3. Must be kept;, extra care with paper .. * 
0 work reduces chances for error, insures 
accuracy, completeness apd legibility, 
•4. Must include; 

1 a. whfere an'd wten purchased-. • 

b. amount paid, -including taxes. 

c. individual whg sold and received^ 
goods'. 

d. what' was ordered and what was 
received. * 

• - e* resale* price.s. . ' . ' 

f. items returned for crecfit; how. 
* much cred.it. 

%g^ terms of pajrment and discounts. 
£>• Records 'are important for bookkeeping, 
who. to cne 



a. 



- b 



barge or credit for how 



much. 



what* was sold and B^asis. 
c. 'freight charges, taxes, cash 

received v and cash c .spent. ^* . 
Records are important' to order, 
a. what is' shipped, to, whom!, how. and 

when • 4 • ' . 

b\ what to take from stock and any 
handling equipment necessary, 
what to pick "up and whin. 



d. 



loading and delivery plans^T 



•V 
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'Br Customer Reco^Keep-ing •' . 
v 1. Customer records* handled include, 
a.^ invoices. , 
' ^ \ credit memos. 
v c. packing slips. 

d. customer's purchase orders. 

. * : 

» e. core charge record. 

' r 

C. Invoices and Copies 

1. Customer copy (origins!). 
^2. Office copies. ft j ^ 
3. Inventory copy. £ " fl 

4'. Stockroom copy-*' 
5. Packing si in.- * 
, 6. Invoices are numbered for reference 

-purposes; invoice register may 6e used 
/ to list invoice numbers'. > - $ 

7. An invoice copy as a packing- slip, 
a. customer's* name and address.. 
b« - quantities, part numbers,, part 
■ " ■ names.- * • * r/ % 

c. .number of packages or cartons 

d. date of . -shipment, how shjpped, 
• tprms-\ 

^e. . I^ustomer^ order numteerv " ^ 
J. date of-order. * * a 

, g. items that are back ordered. * 

,0 „' - » 

D*\ Credit Memorandums J| 

, 1. Issued to give jpredit or refunds; 

issued: ■ . „ # u 

* ». ' 

v a. when defective parts are returned. 

", b. if improper .charges for sales ; or. 

taxes have been* made.** ' 

? c. when overshipments are returned. 

'* * * * 

- \ -d. v when shortages of charged mere han- 

dise. occlir. 



V 



OK 
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• . e. if trade-ins' are accepted. 

f. to correct overcharges.. 

g. if incorrect parts are returned/ 

. h. if exchange item transactions are 

made. - *. ■ 

i. to authorize stock clean-ups. 
[1) show customers name, address, 
^ date, original invoicej number, 
part ^numbers, names, quanti- 
***Hie£, prices, type of credit 
or refund, reason, aYid em- 
ployee's signatuy*fe; also a 
handling charge, if one f 
should §e made. , v 

E. s Correct Ticket Writing. 

1. When writifra invoices: . * 

a. dbuble-check quantities and ( prices 
b*/ net of wholesale* price, 
c. shipping method. 
* d. credit, .charge. account or terms. 
C eT any back ordered items. ' > 
, f . taxes. < *~ 

2. Specify time and dates of delivery. 
3... Corrfectf address/ giving city if there 

v are several rtearby.. \- 

4. , Credit check if parts are to be * 
. • . r changed to an account. 

5. I^irife legibly, use pressure; may be 
seyeraT\copies; if your handwriting is 

s not legible*, print* ^ . I * 

6. Check stock fbfr' availability, mark 
backordered item's* y ' 

: 7: .Include outstde salesperson's name if* 
; • • one Jiasr been x involved,. ■ • 

f$. \^he£k for^ requir«l%signatures. xt> 
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F. ^Routing Pap&r 

1. Routing Sale? records may vary from 
. , one firm to another. 

a. may be used to trace a transaction . 
* . b. other people need information . 

c. legibility, accuracy, completeness 
is necessary so that operation 
does not break' down: 

G. Credit Policies and Procedures. 
Easinesses prosper on cjpod credit. 

2, Many firms keep the status of accounts 
near counter; check lists and use them 
tactfully/ 

• 1 ~ N 

H. C.O.fl. Sales * • 3 ' 

1. Pol ici fes v ix>ay vary with different firms 1 
practices about collecting on delivery-. 
, T . a. money collected is* rung t up on cash 
register immediately. * 4 * 

b. ^invoice is dated, marked am 
signed. , \ 

c. cash register receipt is made o\x\ 
and marked. , . . 

^ *'d. money collected- belongs to fir;m;* 

. neglect in correct and proper 

handling can be cause for dismissal 

I. Handling Money • * * 

« 

1. Employees must.learr) to, operate cash* 
register, adding machines, calculators 
and other office machines, 
a. operation of cash register. m ' 
(1) show receipt on an invoice^ 

or cash register, receipt. 
(?) company policy on checks. 
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r (3) check out cast) register and 
* compare with records, pay outs, 

C.O.D. 's and initial cash 
supply (usually done' once each 
day}. 

{$) figure cash discounts. N 
(5) record taxes and syStemize • 
tax money accounts, 
b. use adding machine to check 
totals and price extension, 

Handl ing Exchange Iterfis . 
1. Rebuilt items. 

a. value is less than ^new price. 

b. .old, .wornout unit is called a core 

(1) core is taken in when rebuilt 
item is purchased. * 

(2) core is valuable as trade-iri 
item. 

(3) allowance is made for core. 

(4) tore should be inspected, 
handled and credited. 

(a) ^improper handling causes 
\loss of money. ■ 

(b) price lists state. *al low-* 
a/ices for core or trade-in 
uni't^ 

(5) check lists and record amounts 
' on the invoice or core ticket. 

(a) if core is damaged or 
^ parts missing an adjust- 
ment may be made. 

(b) if core is not acceptable, 
■ exchange item is sold 

outright and invoice is* - 
written to show - it. 
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f. -company's policy and procedure on 



freight (who will absorb 



cost), 



g. delivery .methods (mail, parcel 



post, commercial: truc&r 
tatxi , etc. ) ^ 



bus, 



Inventory Control^ ..... 

1. Tasks. 

a. prepare accurate and complete 
invoices. 

3 

b. notify inventory clerk of stock 
' shortages. ' * ' 

d c. order replacement of damaged goods 
■ d. assist in keeping accurate physi- 
cal inventories (checks against 
stock record?). 

e. complete and file. 
m 

Out of Stock Situations 
1. Steps. 

a. tell customer you are -out, but 
will try to'help; s will locate and 
call back. . 

b. check with local factory branch 
or warehouse distributor. 

. o. check other wholesalers. 

3 & 



Housekeeping 
Guidelines 

1A A clean orderly store attracts cus- 
tomers. 

*a. 4 .a* store gains on its competition 
when it's neat and clean. 
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b. housekeeping makes the store more 
inviting, good to attract and hold 
customers. 

c. good- order, safe and proper 
merchandise .display. 
(1) alertness to safety. 



Front-of-Store 

1. Sweep and mop floors daily. 

a. windows washed regularly,* inside 
and out. 

b. dust and vacuum, clean displays 
frequently. 

c. put rubbish in approved containers, 

d. stack displays neatly and safely 
* e. keep aisles clear, 

f. clean up grease and oil immedi- 
ately, ' " 

g. ch^arige displays frequently, 

h. - don't neglect. repairs and paintingi 

i . clean restrooms. 
j. keep counter catalog's and papers 

up-to-date, 
k. return unsold parts to stock, * 
1. tag and return. exchange or defec 

tive items, 
m. store' flammables properly, ■ 
n.^ clean ash trays and* top of counter 
o. personal cleanliness and appear- 
ance. , * 

Shipping and Receiving 
1. Hazard eliminatiQn. 
. a. keep aisles clean. 

b. store all items safely. . 

c, store carts and dollies safely. 
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a. maintain ladders and step stools 
- in proper storage areas.' 

e. store acids, flammables in proper 
safe storage areas. * 

f. shelve small, items in an orderly 
manner. 

g. maintain adequate lighting. 

h. 4 pick' up dropped or spilled items 

promptly. \ * 

i. don't climb on boxes of parts or 
materials. 

> j. dust regularly, 
k. store over-long objects safely. 

Back-of-Store Operations 

i. A Inventory control -point*. 



a. 


acquisition vs. turnover. 


b. 


* balanced' stock. 


c. 


inventory countrol cards. (syst£rr>0 


jd. 


check stock regularly., J 


e. 


obsolete items. & 


f/ 


over stocking of single item. 


g. 


returning damaged items. 


h. 


seasonal influence on turnover. 


i . 


proper shipping, receiving and 




storage of merchandise-. 


Stock' and customer service. • 

* < 


a. 


stocking what is needed. * 




(1) "fa st" moving items. 


b. 


'over stocking vs.- lost-sales. 




, stock handling after buying. 


> 


properly receiving, checking, 




storing stock. * - 




(1) receive merchandise. 




(a) check shipping receipts* 




(b,) bills of lading, packing* 




f Slips. 
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1 * 

(2) check shipment. 


> 

{ 

t 


1 


w 


(a) ORen cases and cartons, 








check shipment thoroughly. 








. (#) move merchandise. 


( 






(a) 'practice "safety first" 


\ 






(4) store merchandise. 


■ \ .: 






... „(a) store and rotate merchan- 
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10.0 Product Iderttification/Parts Counterperson 



INSTRUCTIONAL OUTCOMES: The student will be "able to identify commonly sold and 
serviced items, and explain the importance of recognition. 



INTRODUCTION: The ski 1 led Worker is able to. recognise components which he or she 
will ' have to tleal with on a daily basis. " 



PRESENTATION 



TEAGHING OUTLINE 



TEACHING METHODS AND AIDS" 



10.1 Recognize Components 
A. Reasons 

q 1. Many parts customers are in the 
automotive repair business. 

2< Some parts customers only service r 
'Vehicles^and send repairs 'elsewhere. 

3. Service customers end repair cus- 
tomers and repair .customers use dif- 
ferent classes_of supplies and vari- 
ous materials. 



B. Common Suppli^ 



1. Chemical radiator coolants. 

» 

2. * Soaps. \ . 

a* .chamois, sponges, brushes, 



Explain and Discuss 

Counterman's Handbook 4 
op.cit. pp. 7-24 



J 
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Polishes, 
a. spray. 

waxers. 
c. cleaners. 
9. paper towel s. 

4. Cooling system cleansers. 

a., sealers and rust inhibitors, 

5. Gasket compounds. 
X6. Paints.* 

a . thinners. 

b. rubbing compounds, 
•c. abrasives. 

*d. masking tape. 
' • e. paint removers. 
7\ Lubricants. 
1 * a. doors and locks. 
. b. hinges. 

c. penetrating cril . 

d. additjves. 

Undercoating. ' 7 
Rights. • - 

a>. stoplight and tailligJnt bulbs, 
.b. . headlights, 
c. emergency Irmps. 3 
Fasteners., 

a . nuts and bol ts. • ' • 

b . screws . 

c. brass fitting^ 

d. ^specialized fasteners; 



8. 

9, 



10. 



Tools and Equipment^ . . . 

1% . Mechanics -and Service workers need 

to replace worn br broken tools; 

parts counter worker needs to know a 

large, variety of mechanical repair' 

• *qols (and for what purpose they are 

intended). 
a 



Refer to following p^iges 
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• 4 




- m ^ ^ 




1 2. four general classes of tools. 








a nl "i ore 1 

a • p[ lei o« 




* 




b ■> • wrpnrhp^ ' * 






- 


^ c. hammers 

* , • . / • , • s 
* d . screwdri vpr<; * , 




c 








t 


* 3. Power tools. Usual 1 V' hand-hplH aro 




• 




- * Plprtrir rir air-nnprAtoH • 






• 


4. Sprvirp pouinmpnt 








"* a » 1 uHVH c?\ f "i on ontn' nmont \ 

u • V luur 1 La L 1 Ull CvJU 1 [Jill cl 1 t • I 


• 






b* cylinder hnnp 








V 

C cvlindpr dpnla7pr 




/ 




d rvl indpr riHriP rpamor 
« » Ljr i i muci i luyc i caiilci • 




r 


V 


c» ^ icl li i La i tcbt ana tun£ up equip- 


* 




mpnt • v/nl"t" mptprc ny»niiil a ver- 
meil i. j vu i l wc tcr b ) yruw i ers > 4 








ohmmptpr^ n^rvl 1 nrnnpc HujpII 






* • 


* meters, diodp tp^tprc; 








* "F whppl Y\7\ 1 anrp^c 

^- I • nl ICC 1 UQ 1 aiiLci b« 




K ■ 




0 whppl 3 1 "i fl n l nn f£nti"inmon+ 
y» wncc i ai l y limy ct|U 1 fJlllcll C • 








h tirp rhannprQ 






» 


i. air rnmnrp^^nrQ 

>» till LUIIIfJI C J JUI J • 






• 


i. hvdraullr. liftQ • 

\3 • HJfvll QUI IU 1 1 1 bO| 




• 




k. enainp hni<;t<»v 






V 


1 £noinp ^tanrlQ' 

,i » ci iy i lie j ua mu j , t 








> 

III* LI ClUolll 1 ob 1 UN JdLNb • 








II » U if a II bill 1 b b 1 UN btdnus. 




• • 




u. vaLUUin anu [Jr exburc yaUtjeS. , 


• 






y • - uy iiaiiiuiiic Lcr b» « 








Q hv^akp tpc+prc 

UIC*l\CLCbLClo» • 








r ^hnp ny^inrlpv^Q 
i » oiiuc yi iiiucr j» 




• 




S brakp drum lathp<: - 

J » L/l U l\C VJIUIII 1 Q 11 IC J » , 1 








f * hav^c rlpanpyc* ^ *^ 

L »^ \JQ i l j LlCuIiCIb* y 








U» I 1 UUI JuLNp » 








*v. a valve refacers. 








w. valve reseaters. 








welders* (gas and electric) 








y. battery chargers and testers. 
• . - 




■ • 
• 
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SUGGESTED READING - 

» * 

Notgrass, Troy %, 

Auto Pacts Counter Worker 

University of Texas, Austin 1979 ' 



Miche^ls, W. J, 

A Worker' s 'Introduction to Wholesaling in 
the Automotive Industry'. 

/» • 

Natiqpa.l Standard Parts Assoc, 1952 
(Reprint available through University of 
Texas, Austin) 



A.S.T.A. 

Countermands Handbook 

Automotive Service Industry Assoc, 1963 




* 1L0 Basic Parts Counter Invoicing/Ordering Techniques 



INSTRUCTIONAL OUTCOMES: Student jrilj^ demonstrate a'nd execute basic trade 'skills 



by completing a project to, the' satisfaction of the instructor 



INTRODUCTION: This instructional unit provides students an opportunity to 
practice techniques followed in the Pacific Northwest; .appropriate .techniques 
will, have "been learned in previous topics in this guide! ■ • ^ • ' ' 



PRESENTATION. 



TEACHING OUTLINE 



TEACHING METHODS AND AIDS 



11*1 .Catalog Processing and Determining - 
' Discounts • * ,J . 

A. Produdl^ Selection 

1. -, Select fqur items from catalog. 

a . locate 'item., - ' 

b. write dowrv stock/part number. 

c. write down shipping'- weight. 
- i. d^ t wri'te down pirice. k 

e. repeat steps a through d for 
remaining items. 

2. Prepare totals. * 

a. total shipping weight of items, 

b. total list price of items . 



Explain and Discuss 4 . 
Administer Project* *Sheet 
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Prepare'discount information. 

a. find wholesaler's 30% discount. for 
all items. 

b. find net cost to wholesalers for 
all items. 

c. find retailer's ^15% discount for 
al 1 -items. \ 

d. f^d net cost to retaijers for L 
all items. 

Find cost difference, wholesale and v 
rgtail for all four i^ems. 
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• . PARTS COUNTER PROJECT SHEET 

■ ■ ■ ' ' < 

1. 'Invoice, ordering operations. 

The student will complete a parts counter project, properly filling out forms 

* • 

REQUIREMENTS " ' 

Any available catalog, retail preferred. 



\ 

J* 



/ 
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-STEPS TO COMPLETION: . . • . 

■ ' ' . ' - . . . f * 

, 1 . Select four items for an order. * 1 4>* 

2. Locate item #1 in the catalog. >r 0 

» V 

v / ' v ' * * 

3. Write down, stock/part number. 
;4. Write down shipping weight. , • ' 

5'. Write-down price. , > 

6. Repeat steps 2 through 5 for each of the remaining items. 

7. Find total shipping weight of four items. 

8. Find total list price of the four items'. ' 

Given a situation where wholesale customers 'receive a 3.0% discbunt, find: 

a*, the amount of discount on "all four items. 

b. the net price to. wholesalers for all four items'. • 

10. Given a* situation' where retail customers will receive a 15% discount, find 
• a. the amount Df retail discount. • • 

Jb. the net price to retail customers. 

11. Find the difference between wholesale and retail cost for all four items. 

8 



\ 

* 
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APPENDIX 




OCCUPATIONAL ANALYSIS 



111 . 



' ERIC „ 



TASK ANALYSIS for Auto Parts Counter Person 

USOE Instructional Group Codex 04.170000. 
DOT Number: 279 357 062 * ' • ' . 

Oregon Department of Education Specialists^ 

£)ean Herman, Marketing and Distribute Education 
John Barton/Curriculum , 

Date Analysis Completed: 1 1/18/78 
Analyst: 

Glenn Ferris, Instructor, Clackamas Community College * 
Oregon City, OR 

Task Inventory Review'Committee: 

Art Cherry, A.C. Distributing Co., Milwaukie, OR 
Jim Clayton, Irv Leopold* Imparts, Inc., Milwaukie, OR 
Roger Cbllingwood, Clark Auto Parts, Wilsonville, OR. 
Marilee Frigaard, Irv Leopold Imports, Inc., Milwaukie, OR * 
Gary Hubbard, Gary's Auto Parts, Oregon City, OR 
Jim Mura, Bernard <3aragD, Milwaukie, OR m 
Larry Noonan, Portland Community College, Portland, OR 
George \Aterren, Clackamas Community College, Oregon City, OR 
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TASK INVENTORY 



AUT-0 PAR] S COUNT? R 'PfRSON 



, INSTRUCTIONS 

U» ..eh m. n ip„UK, 4 and kri0wledg4 sW1 reli , r „ g ffl ^ ^ 
To ,h. ,,,h, of ft, p age are , hro . loc ,, oni ef ee|umfts ..j. 

•Aed.A,. An X ,houW o, placed. t# the opposife cae(ttast in 

ORMANCr I" ° : " £NT f LEVEL " "FREQUENCY' P F PER. 
FORMANCE ,«„<>„, S.e.lon ,hr... 'INSTRUCTION ATTAINED A T" 

department specialist , 7 



GLENN FERRIS 



Job T,*V 



An.ilysf 



Duty 
No. 



Task 
No. 



Q 



Task Description 



3E 



ML 



_LL 



XL 
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AND INTFRPRFTS .CATALOGS, 



_Use_f qotn o t§i> 

-Usi_s pec ial marking s in raf ^] oq s~"'~~ 1 

Index cat^o£_sectipns_ by major di\i7i^n"TeTectrTcaTr 
mechanical K bodyj /• "~ * - • - 

.Qfetai n _ba s i c Jn fornia t i on _-_ maj ke ^jnp d e 1 /year 7 Imoi r i e ~ 
size - from customer ' ' 



Use a ppropriate ind ex for manjif^tnrpr or supplier 
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